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PREFACS 


This  Manual  is  designed  to  serve  as  a  guide  for 
field  purchase  representatives  in  the  conduct 
of  field  purchase  programs  —  more  particularly 
Section  32  purchase  programs  and  price  support 
programs.  The  procedures  contained  in  the  ten- 
tative draft  issued  in  June  1943  are  superseded 
"by  this  revision. 

While  this  Manual  is  written  prims.rily  for  field 
purchase  representatives,  it  should  "be  helpful 
to  officials  at  the  Washington  and  the  regional 
levels  who  are  concerned  with  the  various  aspects 
of  the  programs,  including  purchasing,  shipping, 
and  the  effect  of  the  programs  on  the  market. 

We  shall  be  glad  to  receive  any  suggestions  for 
additions,  deletions,  or  corrections  of  the  pro- 
cedure as  outlined  in  this  draft.    Please  send  all 
suggestions  and  comments  to  the  Organization  and 
Procedure  Division. 


Ralph  W.  Olmstead 
Deputy  Director 
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DBV^LOFMMT  OF  SECTION  32  FlIF.CHii.SB  PROG-R/iMS 
A,;   CM3RAL  AUTHORIZATION'  FOR  S3CTI0N' 32  PURCHASE  PROGRAMS 

1.    General  authorization  to  the  Director  for  all  Section  32  purchase  programs  is 
nov;  contained  in  a  master  Section  32  docket  prepared  annually  on'  a  fiscal  year 
bajSis>    .In  this  docket^  which  covers  all  commodities  purchased  for  Section  32 
purposes,  the  War  Food  Ad.ministrator  (hereafter  referred  to  as  the  Administra- 
tor) has  determined  that  purchase-,  processing,  and,. exchanging  of  these  commodi- 
ties, made  in  accord^.nce  with  conditions  set  forth  "in  the  docket  and  di-s*-^.^. 
tributed  as  provided  in  the  docket,  constitute  a  diversion  from  the  normal 
channels  of  trade  ^nd  will  effectuate  sub.stantial  accomplishment  of  the  pur- 
poses .of  :Sectian  32  .by  encouraging  the  domestic  consumption  of  these  commoditic 

B, ,  AUTHORIZATION  TO  CONDUCT  SUPPLEMENTAL  COMMODITY 
-■  ;  PURCHASE  PROGRAM/IS  ■       -  '  ^ 

1.     The  master  docket  requires  that  prior  to  making  purchases  of  any  commodity  the 
Director  or  Acting  Director  shall  approve  and  tra,nsmit  to  the  Administrator 
a  memorandum  of  a  supplemental  commodity  purchase  program  for  the  commodity 
or  commodities  concerned.    Unless  the  supplemental  program  is  disapproved  by 
the  Administrator  within  tvo  v.'ork  days,  after  it  is  received  in  his  office, 
purchases  may  be  made  after  the  lapse  of  this  period.     Such  purchases  shall  be 
discontiriued  at  any  time  at  the  direction  of  the  Administrator.' 

^.     The  memorandum  of  the  Director  to  the  Administrator  will  be  prepared  by  the 

commodity  branch  as  a  result  of  (l)  recommendations  from  the  Regional  Directors 
concerning  the  need  for  a  prograjn;  (2)  requests  of*  the  industry  concerned  to 
the  Washington  Offic?,  of  FDA  from  the  Regional  Directors  of  FDA;  (3)  observa- 
tions of  the  market  situation  m.ade  by  the  Washington  Office  supported  by  field 
reports. 

3.  The  Regional  Directors  will  furnish  the  following  information  in  making  their,, 
recommendations  for  a  field  purchase  program:  a  survey  of  the  crop  acreage 
involved,  the  yield,  the  area  of  production,  a  comparison  of  the  present  acreag 
and  area  of .production  with  that  of  the  previous  year,  the  number  of  producers 
involved,  and  the  opinion  of  producers  on  the  need  for  price  support.  In 
addition,  the  information  from  the  Regional  -directors  should  include,  where 
possible  on  the  basis  of  meetings  '.vith  the  Producers'  Committee,  recommenda- 
tion as  to  the  nu.mber  of  cars,  the  grade  and  price  ne^^ded  to  stabilize  the 
market,  proposed  methods  of  purchase,  inspection  arrangements,  and  class  of 
vendors  from  v.'hom  purchases  may  be  made. 

4.  Programs  may  be  carried  out  through  a  transfer  from  other  purchase  programs 
to  Section  32,  through  purchases  in  Washington  by  the  cdraraodity  branches  or 
in  the  field  by  the  Regional  Director.     In  any  event,  all  a.vailable  facts  and 
informa.tion  and  recommsndatioQs  concerning  a  proposed  program  will  be  presentee 
ito  the  commodity  branch  concerned  to  permit  it  to  formulate  and  clear  the 
necessary  memorandum;  if  the  purchases  are  to  be  made  in  the  field,  the  com- 
modity branch -concerned  vdll  consult  with  the  Regional  I^irectors  involved 
prior  to  clearance  of  the  m.emorandum. 

5.  The  memorandum  to  be  transm.itted  to  the  Administrator  for  each  supplemental 
commodity  program  shall  contain  the  following  information  in  addition  to  any- 
economic  data  or  other  information  in' support  of  the  program:   (a)  the  commodit; 
or  commodities  to  be  purchased;  (b)  the  ma.ximum  sum  to  be  expended  in  connec- 
tion with  such  commodity  or  commodities;  (c)  the  maximijm  quantity  to  be  pur- 
chased; (d)  the  area  or  areas  in  v/hich  purchases  are  to  be  made;  (e)  the 


maxinun  or  feso  price  -to  t)e  paid;'  (f)  the  method  or  nethods  "by  which  purchases 
arc  to  bo  nadc;  (g)  grade  or  grades  of  the  conrodity  to  he  p-oxchascd;  (h)  class 
or  classes'  of  vendors  fron 'whon' purchas-?,s  inay  he  nade';  (i)  inspection  require- 
nents;  (j)  any  oth-;r  liinltations ,  explanations,  or  conditions,  including  pro- 
•cessing  a.nd  exchanging  which  are  involved,  which  are  pernissihle "  and  appro- 
priate-or  desirahlo  for  the  acco.npli^'shnent  of  the  purposes  of  thd  program. 

•'■  ■  ■  '  ■  '  0.    AUTHORIZATION  TO^' 'USaiONAI;  DIRSCTORS  TO  CONDUCT         •  ./ 
■■■■^"  ^  ■      /\    ■  SECTION  32' FROGSiuMS  ^'\[ 

Iiuthority  to  conduct  specific  purchase  programs  wi].l  "be  in  tho  f om  of  a.  pur- 
chase o.uthorization  from  the  chief  of  the  connodity  hranch  to  the  Regional 
Director  \?hlch  will  he  within  the  limitations  of  the  ncnorandun  to  the  Adminis- 
trator previously  prepared.    'These  purchase  authorizations  may  be  prepared 
simultan'iously  with  the  memorandum  to  the  Administrator  or  subsequent  to  its 
approval.  ■■  '  .  .. 

In  preparing 'the  authorization  for- any  purchase  program,  the  commodity  branch 
will  confer  with' respective  Regional  Directors  wii;h /regard  to  the 'areas  of 
purchase  and'  the  tine 'to  begin  purcha.sing  in  each  area.    This  factor  is  espe- 
cially'- important'  s'lncne  there  are  frequently  several  areas  of  purchase  in;  the 
same  region-.'''  Also'- dep 'ending  on  the-  con'iodity  to  be  purchased  and  the  form  in 
which  it  is  to  be  shipped  after  purcha.se,  the  Regional  Director  should  deter-... 
mine  thpt  there  are  ava.ilable  adequate  facilitios'  for  hpjidling  such  important 
pha-ses  of  purchasing  and  shipping  as.  grading,  inspection,  sampling,  or  testing, 
weighing,  where  necessary,  packing  or  pro'ces-feing^  .  loading ,  prote  cbive  . ^hipping 
services-  such  .^s' pro  cooling,  icing  or  heatihg,'"and 'thp,.t  there  is  available  an 
ample  supplj?-  -of '  Containers ,  complying  with  carriers'  tariff  specifications, 
for  shipping  the  commodity  purchased. 

Upon  receipt  of  this  information  for  each  purchase,  area,  the""  commodity  branch 
will  evaAuate  the  reconmondp.tions  aga.inst  the  industjry-wide  problems,  prepare 
the  purchase  a.uthorization'  for'  a  given  period^  arid  issue  it  to  the'  Regional 
Director  concerned.  ■  For  information  purposes'  only,  the  comi-'-i.odity  branch 
will  send  to ' each  Regional  Director  copies  of  purchase  authorizations  issued 
to  other  JLegional  Directors.  '  ' 

The  purchase  authorization  v/ill  be      purchase-  plaji  to  cover  the  period  of 
purchase  co-ntemplatod  Which  will  v>"       with  the  grov/ing  or  producing  season. 
The  purcha,se  authorization  shall  inciude  the  total  quantity  to  be  purchased 
in  the  region,  the  containers  to  be  used  and  the  net  content  of  the  commodity 
in  the  containers,   the  maximum  price  to  be  paid  for  the  commodity  in  the 
various  containers,  the  minimum  grade  of  the.  commodity,  on  allotment  of  funds 
to  CO ver-_  the' purchase"  and  other  rele-vTi-nt '  information.    'The  purchase  authoriza- 
tion shall  also  show  a  program,  sjnnb^l  and'number  reflecting  the  region  in 
which  the' purchase  is  to  be  made.     This  allotm.ent  shall ' be 'made  '"ith  the 
approval  of  the  Chief  of 'the  Budget  Division,  or_his  del  ogat'e  ^_  but  ;,no  fiscal 
control  shall  he's Dt  up  in  Washington  to  cov2r  regional 'allocations  und^r  these 
allotments,  since  this  will  be  the  responsibility  of  the  r'-^gional  Fiscal 
Division.     (See  authorizatio n  f orm  on  page  37). 

Authorization  symbols  shall  be  dctorr.incd ' as  follows:    First,  the  program 
symbol  from  the  memorandun  ■-  "Sxample,  Jr32a,  .  '!  . 
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Second,  a  symbol  indicating  tho  region,  as  follo\7s: 


Northeast.  ..J ^ .. .  .NE 

■Southern .  SN 

Gfoat  Lak~'s....  G-L 

Sbtithwcst. . .  i  SW 

Mi'dwost  .MW 

Rocky  Mountain, .  .  .  v 
•     Pacific  ..PC 


Example  vr«»32a-ira 

■'  ■  Third,  a  number  to  indicate  vjhether  the  authorization  is  the  original  or  an 
amendment  thereto:  1  for  the  original,  2  for  the  first' ■amendment,  3  for  .the 
second  amendment,  etc.    Example,  J-32a-NE-3. 

•  The -third  item  need  not  be  shov/n  on  operating  documents, 

5,  The  purchase  authorization  num.bcr  shall  appear  on  all  documents,  such  as  vou- 
chers, orders  for  services,  bills  of. lading,  etc, ,  pertaining  to  that  program 
in  order  that  3.11  concerned  can  determine  under  what  authority  the  purchase 
Y7as  made. 

6,  It  v^ill  be  the  complete  responsibility  of  each  Regional  Director  receiving  a 
purchase  authorization  addressed  to  him  to  carry  it  out  vlthin  his  region.  The 
Regional.  Director  or  his.  dos-ignated  representative  v/ill  nake  a  recommendation 
to  the  commodity  branch  by  telephone,  wire,  or  letter  to  alter  the  specific 
price,  quantity,  and  grade  to.  be  purchased  as  stated  in  the  purchase  authoriza- 
tion for  any  State  or  other  purchase  area.    Approval  of  those  recommendations 
by  the  commodity  branch  is  necessary  in  order  to  avoid  dislocation  of  the  marke 
from  a  Nation-wide  point  of  view.'    On  approval  of  his  recommendation,  the 
Regional  Director  will  issue  buying  directions  to  his  field  purchase  agents 
instructing  them  to  make  the  purchase, 

7,  The  delegation  of  authority'  to  Regional  Director 'to  conduct  -Section  32  purchase 
carries  'vith  it  the  responsibility  to  use  this  authority -within  the  bounds  of 
policy  set  by  the  commodity  branches.     This  moans  a  close  integration  of  prices 
am.ounts,  and  grades  of  comm.odities  bought  throu^out  the  country.     Changes  in 
the  terns  and  conditions  of  the' purchase  authorization  should  not  be  made, 
therefore,  v/ithout  specific  approval,  verified  in  writing,  from  the  chief  of 
the  a.ppropriato  comm.odity  branch,  to  bo  obtained  as  described  above. 

8,  In  event  any  normal  operational  area  of  purchase  extends  over  t\70  or  more  re- 
gions, the  Regional  Director  concerned  shall  first  agree  as  to  which  Regional 
Director  is  to  have  jurisdiction  over  that  area  for  that  program  and  shall  so 
notify  the  commodity  branch.    The  commodity  branch  will  document  this  agree- 
ment in  the  purchase  authorization  by  naming  as  the  area  of  purchase  the  region 
responsible  for  the  program  plus  the  other  State  or  States  concerned.  There 
may  be  some  instances  in  which  prompt  agreement  may  not  be  reached.     In  such 
cases  the  commodity  branch  will  notify  the  Director  and  recommend  action. 

9,  Periodically  during  the  conduct  of  a  program,  purchase  plans  for  each  area  of 
purchase  wiU.be  re-evaluated  by  the  commodity  branch  pursuant  to  their  studies 
of  the  commodity  situation  ejid  to  recom.mendations  submitted  from  the  region 
and  the  industry.     Pursupjit  to  these  revaluations  additions  or  amendments  to 
purchase  authorizations  will  be  issued  by  the  commodity  branch. 
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10.    At  the  conclusion  of  operations  under  each  program  in  eacli  regionV  the  Regional 
Director  shall  immediately -ad v-isO' -tive  comixtodity  "branch  of  the  total  purchases 
and  total  expenditures,  including -ooraraodity,  .transportation,  services,  etc., 
for  that  program.     Immediately -upon  receipt  of  this  information,  the  commodity 
hrrjich  shall  issue  amendments  to -each  respective  purchase  authorization  re- 
ducing the  authorized  expenditure ■ to  the  anount  actually  expended  or  obligated 
for  expenditiie.     Such  authorizations  shall  "bo  cleared  pjid.  distrihuted  in  the 
same  manner  as  an  original  purchase- authorization. 

D.    RESPONSIBILITY  R)R  THE  DISTRIBUf  lON  OE  COlCiODITIES 

1.  The-  commodity  "branch  which  undertpJtces  a  price  support  or  surplus  removal  pro- 
gram is  responsihle  for  di.spq/ing  of  the  commodities  ohtained. ' 

2.  To  insure  adequate  distrilsut ion  of  commodities  acquired  under  Section  32  Pur- 
chase Programs,  the  commodity  "branch  shall  notify  the  TraJisportation  and  Ware- 

■  housing  Br?jich  ( Custody  and  Disposition  Division)  of  a  pending  program  at 
the  earliest  possi"ble  moment,  and  concurrently  rith  the'  development  of  the 
momorahdum  to  ■  the  War  Food  Adrainistra,tor '  outlining  the' supplemental  purchase 
program  a  general  plan  of  distri"bution  v/ill  te  drawn  up.    'The  -  distribution 
plan  will  be  drawn  up  Jointly  by  the  commodity  branch  concerned  and  the 
Custody  and  DiEpr)Sition  Division.     This  plan  shall  indicate  generally  the 
amounts ■ of  the  commodities  to  be  donated  to  institutions,  the  amounts, to  be 
stored  pending'  further  disposition,  the  amounts  to  be  diverted  for  processing, 
and  any  and  'all  otter  avenues  for  disposing  of  the -purchases. 

3.  For  commodities  which /are  to  be  distributed  through  direct  distribution  or 
relief  channels,  the  commodity  branch,  through  the  regional  office,  is  respon- 
sible  for  obtaining  Delivery  Orders,  and  referri'hg  them  to  those  concerned 
with  shipping,,  so  that  they., can  supply  the  necesBa^y"  shipping  data  and  direct 
shipment.  -  • 

4.  Commodities  which  are  in  transit,  that  is,  those  which  are  "rolling"  en  route 
or  on  track,,  are  the  responsibili,t'^  of  the  Custody  and' Di-spo-si tion  Division. 

5.  Whon  it  is  necessary  to-  store'  cominojdities  the  Custody  and  Disposition  Division, 
shall  contract'  for  the-  storage  space,'  i^ove  commodities  to  .storage,  and  take 
custody  .over  them  while  they  are  in  storage,"  "including  the  provision  of  the 

•    necessary  protective  services;  the  commodity  branch  is  responsible  for  find- 
ing outlets  for  the  co.mmoditi es,  '  "  '"' 

-■6,     In  instances  in  which  commodities  are  sold  tg  processors  and  bought  .back  from 
them,  the  commodity  bra^nch.  is  responsible ,  for  finding  outlets -for  the  pro- 
cessed commodities.  "   ■-  '■' 
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-   .  ;  .        -    PART  II  •  •: 

^  ORcLlJTIZING  PimCFjlSE  HIOGRAMS  IN  FIM^^ 
/^A/  '^RJlUTIONSHiP- OP  ?^  ijro  PI^LD  OFFICB 

1.  In  order  to  obtain  a  high'  dogroe  of  efficiency  in  conducting  purchase,  opera- 

_  tions  on  p.  decentralized  basis,  it'  is  essential  to  havo  close  cooperation  be- 
ti-?een  the  regional  of f  ice 'and"''7ashington  headquarters.    The  Regional,  Director 
mst  be  in  a  position  at  alX  tines  to  furnish  the  Washington  Office  ^7ith  con- 
plcte  infomation  concerning  agricultural  cohditions  in  the  region.  This, 
in  turn,  places  upon  representatives  in  the  field  the  responsibility  for  keep- 
ing  the  regional  office  conpletcly  advised  as  to  the  possible  crop  acreage 
•involved^  the  area  of  production,  tho  yield,  a  comparison  of  present  acreage 
and, area  uith  that  of  the  previous  yoai?",  the  nu'iber  of  producers  involved, 
the  opinion  of  proddcers  on  ths  hoed -for  price  support,  recomTiendations  as  to' 
nunbor  of  cars  needed  to  stabilize  the  narket,  proposed  methods  of  purchase, 
inspection  arrangements,  and  any  othsr.  information  which  nay  be  of  value  in 
determining  the  scop^' of  operations,  • 

2.  To  assure  practical,  economical,  and  smooth  execution  of  a  purchase  program, 
it  is  necessary  to  perform  a  large  amount  of  preliminary  work  prior  to  actual 
purchasing  in  the  field. 

'     ■   'B.    PRODUCERS*  COMTTSES 

1.    In.  connection  with  a  field  purchase  program,  a  Producers'  Committee,  whenever 
possible,  should  be  inmediately  organized  by  the  Regional  Director  in  the  State 
or  States  v/here  purchases  are  contemplated.    Past  experience  has  shovm  that 
through  the  use  of  p.  local  Producers'  Committee,  the  Regional  Director  vrill 
have  access  to  practical  advice  and  knowledge  vhich  will  be  helpful  'in  carry- 
ing out  purchase  activities  in  the  field, 

•  ■  -.  ■  • 

S.    Poming  a  Producers*  Comittee.  -Regional  Director  should  rely  largely  on  the 
.    industry  in  the  selection  of  individuals  who  will  serve  gratuitously  on  a. 
•Producers'  Committee,    If  an  administrative  committee  for  marketing  agree- 
ments is  ralready  in,  existancci  no  additional  committee  need  b,e.  set  up.  War 
Boards  should  bo  consulted.    However,  this  should  not  preclude  setting  up  one 
if  one  is  needed.    PrettgAitions',  of  course,  must  be  taken  to  assure  that  members 
of  a  Producers'  Committee  are  impartial  with  respect  to  the  interest  of  any 
single  producer  or  group  of  producers,  that'  they  are  concerned  with  the  intor?- 
■    ests.of  growera  its  a  whole,  that  they  are  as  truly  as  possible  representatives 

of  the  producers  in  the  particular  production  area.     In  some  lines  a  processor 
,   -or  two  might  be  used  to  ?Ldvp,ntage  on  this  committee.    In  addition  to  produce'rs 
or  producer  representatives,  there  should  bo  represented  on  the  committee, 
whenever  possible,  State  Agriculture  College  representatives,  county  agricul- 
tural agents,  .cooperati.ve  associations  which  are  representative  of  producers, 
or  individuals  or  agencies  who  may  be  partial  to  producer  interests.,  and  who 
could  contribute  helpfijll  advice  and  assistance  in  the .  execution  of  the  program, 
including  the  State  or  County  War 'Board, '  ... 

■       ♦  •  •    ■.  ' 

3.  In  small  or  .concentrated  producing  areas,  a  small  Producers*  Comijiittoe  com- 
posed of  four  or  five  members  may  be  sufficient.    In  a  large:or  widely  scattered 
producing  area,  it  nay  be  necessary  to  organize  a  series  of  sub-committees 
representing  one  or  more  producing  districts.    In  these  instances,  the  principal 
committee,  which  would  be  in  direct  touch  with  the  Regional  Director  would  be 
composed  of  the  chairman  of  the  various  sub-committees. 
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4.  The  Washington  coranodity  branch  must  Ise  furnished  naxios  of  memhers  of  the  Pro- 
ducers* c onmi 1 1 e o'" i mne di at ely  upon  the  fornation  of  such  connittee, 

5.  Services  Perforraed  "by  the  Producers'  Comnitt^'ee".    A  Producers'  Connittee  should 
primarily  assist  the  Regional  Director  in  an  advisory  capacity  in  fornulating 
and  executing  the  purchase  progran.    The  connittea  should  "be  in  a  position  to 
furnish  or  obtain  infornation  relative  to  quantity,  quality,  and  location  by 
district  of  existing  supplies  of  the  connodity,  principal  points  at  r;hich 
purchases  and  deliveries  v;ill  be  nade,  facilities  for  packing, or  processing, 
?Jid  to  furnish  othor  econonic  and  industrial  infornation  of  a  general  no.turo. 
The  connittee  should  bo  called  upon  to  nakc  reconnendations  as  to  grade  and 
price  T/hich  uill  be  considQrod  in  establishing  the  basis  of  purchases.  The 

.    connittee  should  be  called  upon  to  allocate  purchases  among  producers  -ah.cn 
necessary  and  to  assist  in  the  general  organization  of  the  progran* 

5.    The  Regional  Director  or  designated  representative  in  charge  in  each  area  of 
purcha.se  shall  attend  each  Producers '  Connittee  neoting,  and  immediately 
thereafter  shall  prepare  a  transcript  of  such  meeting  for  the  regional  office 
including  names  of  persons  attending,  resolutions,  activities,  allocations 
made,  and  basis  of  allocations,    A  copy  of  this  transcript  shall  be  forv/arded 
to  the  commodity  branch, 

C,    DSTSmilNIlIG  FACILITI3S  FOR  CARRYIlTa  OUT 
TH^  PURCHASE  PRDGRAJJ 

1,  No  purchases  should  be  nade  until  the  field  representative  in  charge  of  the 
progran  is  confident  each  step  of  purchase  procedure  can  be  promptly  and 
properly  carried  out.    The  general  mechanics  of  making  purchases  in  the  field 
must  be  carefully  organized  by  the  field  representative  or  by  a  special  repre^ 
sontative  who  ma;^,be  assigned  to  the  area  for  this  purpose  by  the  regional 
office. 

2,  Depending  on  the  commodity  to  be  purchased"  and  the  form  in  v/hich  it  is  to  be 
shipped  after  purchase,  the  field  representative  should  determine  that  there 
are  available  adequate  facilities  for  handlirig  such  important  phases  of  pur- 
chasing and  shipping  as  grading,  inspection,  s'.ampling,  or  testing,  vxeighing 

.  T/hero  necessary,-  packing  or  processing,  loading,  protective  shipping  services 
such  as  precoolilig,  icing,  and  heating,  and  that  there  is  available  an  ample 
supply  of  standard  containci's,  complying  v/ith  carriers'  container  tariff 
specifications,  for  packing  the  conmodity  purchased, 

D.    ASSMLING  SKIPPING  INPORI^I/iTION 

1.  To  nnke  possible  the  completion  of  procedure  and  pLans  \7hich  will  insure  the 
efficient  operation  of  a  purchase  program,  the  field  representative  shall  bo 
advised  on  shipping  matters  by  a  qualified  shipping  representative,  preferably 
one  from  the  r3{;ional  office, 

2.  Shipments  of  commodities  under  these  programs  involve  the  use  of  alroady^over-^ 
taxed  shipping  facilities,  and  in  effect  they  a,re  competing  xvith  lend-lease 
shipments;  consequently  it  is  very  important  that  those  .shipments  be  geared 

in  T/ith-  the  v/artime  supply  operations.  Accordingly,  instructions  relating 
to  shipping  v/ill  emanate  from  the  Custody  ^Jid.  Dispositon  Division  Washington 
office,  and  the  instructions  and  procedures' as  prescribed  must  be  adhered  to 
closely.  .  _  . 
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B.  ■  GLOss;^ay  oi'  tws  for  reporting  mszi^  conditions  , 

In  of-dcr  to  p.dopt  some  uniformity  in  reporting  mrket  conditions j  field  repre- 
sentatives should  use  the  folloxring  descriptive  toms  in  reports  to  the  regional 
office:  '  '  ■  ;  - 

1,  "No    demand"  This  phrase  indicates  a  condition  of  extreme  inactivity  and  lack 
of  trjjding.    It  represents  a  decided  lack  of  confidence  on  the  part  of  the 
buyer,  and"  suggests  a' dov/nward •  tendency  in  prices.  " 

2,  "Practically  no  demand"    This  indicates  a  stagnant  condition  of  the  market, 
\7hon  only  such  "buying  is  done  as  is  necessary  to  provide  for  immediate  require- 
ments. ■  '       '     '    '  '    •  ,  '  • 

3.  "Demrjid  slov:;"  This  phrase  indicates  th^t  few  sales  arc  being  made,  but  does 
not  alv.'ays  imply  th^t 'transactions  rentes  eft  t-  a' light  total- volumndf  busino'ss. 
It  rbpresents  a  condition  of' unccrtain'tyj  arid  pos&ibl'e  depression,  although 
there  may  not  be  any' actual  chnnge  in  prices,  ' 

4,  "Demand  light"  This  indicates  a  feeling  of  hesitancy  vith  few  sales,  usually 
aggregating  a  small  total  volume  of  business. • ' There  may  be  no  price  'change, 
but  the  tendchcy  (if  any)  is  dovnir;ard.  . 

5.  "Demand  moderate"  This  phrase  is  generally  used  trhen  buyers-  are  purchasing 
in  a  normal  v/ay,  without  excitement'  or  lagging.  It  does  not  indicate  price 
fluctuations,  ,  ■ 

6,  "Demand  improving"    This  is  a  comparative  term,  implying  that  buyers  are  show- 
ing more  confidence  in  the  market  situation  than  when  conditions  were  last 
reported,^    It  is  desirable  to  use  this  term  in  conjunction  with  other  "demand" 
I*.rasp'sj  such  as  "demand  lie^f  but  improving."^  .  .    :■  ' 

7.  "Demand  good"    This  phrase  indicates'  firm  confidence' on  the  part^  of  the  buyer 
in  general  market  conditions.    It  represents  a  healthy  condition,  with  steady 
consistent  trading,  although  no  actual  change  in*  price  may  occur. 

8.  "Demand'  active"    This  phrase  indicates  that  buyer's  are  rapidly  absorbing 
available  supplies  at  prevailing  prices.    The  price  tendency  is'  upward, 

"Demand^  br isle"    This  i^hrase  ^ay  be  used  to  indicate  a  strong  feeling  of  con- 
fidence on  the  ps,rt  of  the  buyer  in  his  ability  to  turn  over  his  purchases  ; 
rapidly  j*jid  at  a  good  profit.    It  indicates  a  strong  likelihood  of  an  advance 
in  prices, 

10,  "Demand  exceeds  supply"    This  phrase  is  generally  used  to  describe  a  condition 
of  very  light  supply,  when  buyers  are  uno.ble  to  fill  orders  for  immediate  ship- 
ment or  delivery.    It  usually  represents  an  artificial  condition  of  short 
duration  and  may  be  accompanied  by  pronounced  price  fluctuations, 

11,  ^' "'Marltet  excite'd'''\  This  represents  a  condition  of  uncertainty  and  decided 

bullish  tendency  oh  the  part  of  the  seller.    It  s:uggests  an  upv/ard  tendency 
and  considerable -price  fluctuation, 

12,  "^Vrket  stronger"    fhis  represents  a  condition -of  increasing  confidence  on 
the  part  of  the  seller  with  the  likelihood  that  the  present  demand  will..:  ' 
consume  present  supplies,  and  supplies  in  sight  can  be  absorbed  at  prevailing, 
or  slightly  higher  prices,     '  ■ 
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13,  "ICtarket  strong"    This  roprescnts  a  'conditi'^n  of  f irm " confidence  on  the  part 
of  the  seller.    There  nay  "be  a  good  demand  and  supply  nay  be  relatively  light 
so  that  the  seller  is  likely  to  stiffen  the  price  at  the  first  opportunity, 

14,  "i%rkot  active"    This  represents  a  condition  of  quick  sale,  good  demand,  and 
a  generally  healthy  condition.    There  nay  be  no  decided  change  in  prices, 
although  it  usually  indicates  an  upward  trend. 

15,  "liarkot  firm"    This  represents  a  condition  of  strong  confidence  in  general 
condition  resulting  often  in  the  strengthening  of  a  price  range,  hut  seldom 
in  actual  price  advances, 

16,  "^feirkot  steady"    This  represents  a  normal  movement  vjith  steady,  consistent 
trading  shorring  no  decided  changes  one  way  or  the  other, 

17,  "^%rkot  unsettled"    This  represents  a  condition  of  uncertainty  on  the  part 
of  sellers  ajid  usually  indicates  a  weaker  tendency.    There  may  "be  no  actual, 
price  changes  one  way  or  another.    Represents  a  waiting  attitude  with  spasmodic 
trading.^ 

18,  "Market  dull"    Represents  light  trading  and  suggests  a  condition  of  uncertainty 
and  possible  depression.    There  may  not  be  any  actual  change  in  prices, 

19,  "Market  weak"    This  may  be  used  in  describing  a  condition  of  actual  price 
decline  with  the  possibility  of  further  decline  and  represents  a  decided 

i  ,      lack  of  confidence  on  the  part  of  the  seller.    It  may  also  be  used  when  no 
actual  price  declines  have  taken  place  but  with  large  supplies  on  hand  and 
heavy  supplies  in  sight,  it  is  the  prevailing  opinion  that  a  decline  is  in- 
evitable, 

20,  "i'-^arket  weaker"    This  is  a  Comparative  term  and  refers  back  to  conditions  of 
.  the  previous  day.     It  may  represent  an  actual  decline  in  price,  although  the 

relation  of  market  to  price  should  not  be  the  governing  factor.    The  reporter 
should  conclude  by  his  "sense"  of  the  market  that  less  confidence  exists 
than  \7han  the  market  is  steady. 

21,  "Market  demoralized"    This  term  is  to  be  used  only  iniJery  unusual  cases.  It 
represents  a  condition  when  because  of  depressive  conditions,  usually  resulting 
from  oversupply  or  products  of  highly  inferior  quality  or  condition,  the  demand 
is  almost  v/holly  absent  and  the  market  shows  no  stability.    A  wide  range  in 
prices  results  from  the  willingness  of  sellers  to  dispose  of  their  stock  at   "  ® 
almost  any  price  offered.    Do  not  use  this  term  and  follow  it  by  a  record  of 
sales  at  reasonable  prices.    As  we  use  it  "market"  represents  the  views  of  the 
seller  and  "demand"  those  of  the  buyer. 


F.    PLANS  OF  OPERATION 

1,    Deviation  from  ordinary  commercial  methads  of  handling  agricultural  commodities 
in  various  areas,  coupled  v;ith  the  desire  of  the  Administration  to  deal  directlj^ 
with  the  original  producers  of  the  comjnodity,  has  necessitated  the  development 
of  more  than  one  method  of  purchase.    The  purpose  of  this  section  is  to  outline 
-  the  fundamentals  of  existing  methods  of  operation  in  the  field.  Operating 
conditions  v;ill  necessitate  variations  in  the  detail's  for  carrying  out  any 
method,  but  the  principles  must  be  adhered  to.     It  may  become  necessary  to 
develop  additional  methods  of  purchase  as  the  operations  of  the  Administration 
increase,  or  as  new  ideas  of  policy  are  developed. 
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2,  Direct -Vendor  Plan  is  the  purclmsing  of  connodities  from  gro\7ers,  or  from 
gror/or-o\7nGd  coopern.tives  that  have  facilities  for  grading,  packing,  loading, 
processing,  or  performing  other  services  necessary  for  preparing  commodities 
for  shipment.    This  plan  provides  for  payment  direct  to  such  vendors  fnr  -hhe 
total  cost  of  the  commodity  including  packing  and  other  services, 

a.    The  announced  Price  Direct-Vendor  Plan  provides  for  the  purchase. of 
commodities  on  order  or  under  an  of f er-and-acceptance  contract  at 
prices  announced  by  the  TDA  and  determined  from  a  study  of  parity 
prices,  the  supply  situation,  markets,  and  oth^r  price-influencing 
factors.    Prices  are  T.O.B.  cairs  or  trucks. 

"b.    The  Off er-and-Acceptance  Direct-Vendor  Plan  provides  for  the  pur- 
chasing of  commodities  at  prices  offered  by  the  vendors  and  accepted 
by  the  IDA.    Prices  are  f.o.b.  cars  or  trucks. 

3,  Grovver-Packer  Plan  is  the  purchasing  of  commodities  in  their  natural  state 
from  growers,  or  groT'er-omer  cooperatives  which  do  not  have  facilities  for 
grading,  pgicking,  loading,  processing,  or  performing  other  services  necessary 
for  preparing  commodities  for  shipment  for  delivery  to  packers  who. will  prepare 
the  commodity  for  shipment.    Growers  ?ire  paid  direct  for  the  commodity  meeting 
PDA  reauirements  which  they  deliver  to  the  packers,  and  the  packers  are  paid 
separately  for  the  service?  they  perform.    Orders  for  Services  are  negotiated 
with  interested  packers  within  the  area  of  purchase -for  perforrilihg  packing 
service?.    Growers  present  their  claims  after  packing  is  completed  in  order  that 
the  correct  quantity  and    grade  may  be  determined, 

a.  The  Announced  Price  Grower-Packer  Plan  provides  for  the  purchase  of 
comnodities  on  order  or  under  an  off  er-and-acceptance  contract^  at 
prices  announced  by  the  PDA,  -  Prices  are  f.o,b.  cars  or  trucks  less  a 
standard  packing  and  loading  charge, 

b.  The  Offer-and  -Acceptance  Grower-Packer  Plan  provides  for  the  purchase 
of  commodities  at  prices  offered  by  the  vendors  and  accepted  by  PDA.. 
Offers  are  submitted  for  the  commodity  delivered' at  the  packing  house, 
and  do  not  include  charges  for  packing,  package,  and  loading  services. 

4,  Grov7er-Processor  Plan  is  the  purchase  of  commodities  in  their  natural  state 
from  growers,  or  grower-o\7ned  cooperatives  for  delivery  to  processors  who  will 
pack,  process,  or  otherwise  prepare  the  commodity  for  delivery  to  PDA,,  mater- 
ially altering  the  commodity  from  its  fresh  state,  such  as  canning,  drying,  etc. 
Growers  are  paid  direct  for  the  commodity  delivered  to  the  PDA  at  designated 
points;  such  commodity  is  required  to  meet  the  purchase  requirements  at  the 
time  of  delivery.     Groviers  present  their  claims  for  payment  immediately  upon 
satisfactory  delivery  of  the  commodity.    Processors  generally  perform  their  ■- 
services  under  formal  contracts  and  are  bonded  to  insure  proper  performance. 
Processors  prepare  their  claims  for  payment  at  the  time  of  delivery  of  the 
finished  product. 

a.  The  Announced  Price  Grower-Processor  Plan  provides  for  the  purchase  of 
commodities  on  order  or  under  an  of f er-and-acceptance  contract  at 
prices  announced  by  the  FDA  and  are  f.o.b,  processors'  plants  or  other 
designated  delivery  points, 

b.  The  Off er-and-Acceptrjice  Grower-Processor  Plrji  provides  for  the  pur- 
chase of  commodities  at  prices  offered  by  the  growers  and  accepted 
by  the  PDA  and  are  f.o.b.  processors'  plants  or  other  designated, 
delivery  points. 
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c,-)   Processor'-s  charges  arc  doternined  fron  formal  "bids  submitted  on  forms 
furnish-ed  py  the  FPA.    Generally  prices  are  n,e'  offereSi  1^  the  proces- 
sors, "but  on  occasion  nr.y  "be  predetermined  "by "FDA,:  ^ 

5.    Contract  Off  errand-Acceptance  Plan  is  the  purchasing  of  co'nrio.dittes,  generally 
in  their  processed  state,  from  grov/ers,  assooio,tions  of  grov;Grs,"or  processors. 
Purchases  are  made  and  pricfs  deterained  on  the  "baslB  of  formal  offers  of  sale. 
Frequently  such  formal  off ers^. contain  a  "rejiui'chass"  provision  vrhich  sets  ^ 
forth  certain  conditions  requiring  the  acquisition  "by  the  vendor  of  additional 
quantities  of  the  unprocess,ed  commodity,      '  '        -  ■  ;  ■      -  ' 

G.    TYP^S  OF  VMDORS'  ..'i.  ■■  ^ 

1,    Purchase  representatives  are  cautioned'  t'hr:t  purchas"'6s-~are  t'O:  jbe:  made  only  from 
(1)  grov;ers,  (2)  associations  of  growers,  or  (S)  their  authorised  agents,  unless 
otheruise  specifically  instructed.       '  '  '  - 

NOTE:  It  is  imi)erative  that  the  vendor  classification- "be  noted  on  all-vouchers 
by  inserting  after  the  signature  the  applicahie  notation  •Which  pill  "be  one  of 
the  foil o\7ingJ  Grower,  GroryerSi,  Association  of  Gro^7e^■s\  A^ent,  or  Attorney, 

^*    A  g^Q^Q^       ^  primary  prodUjCer,  '  H,o.  pay  he  a.  'tenant,  or  life  may  have  Mens 
against  his  land  and  crop,  hut  his  landlord  or  lienholder  cannot.  po;se  as  a 
vendor.    All  claims  must  "be  submitted  in  the  name  of  th6  actual  gro:r7er:,^  .  Persons 
having  a  secondary  interest  in  the  commodity  may  he  protected  hy  being  irvdir- 
cated  as  lienholders.         .  ,  ■ 

3,  A  coapG]ra;tive  association  of  grow.ers .  ma,y  appear  as  vendor  for  its  members,  or 
its  riembers  may  be  vendors  individually,  '  A  pool  operated  by  a  commercial 
operator,  broker^  commission  agent,  etc^,, cannot  be  construed  to  be  a  cooper- 
ative, . 

4.  Agents  shall  be  authorized  in  accordance  -"^ith  the  conditions  as  set  forth  else- 
•    where  in  this  manual*  ■-•  ' 


*-  li  - 
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\ 

\ 
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•4. 
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PART  III 


MSCH/iWICS  OF  0P3EATI0N 

A»    BIRECTTONS  TO  FI3LD  RSPASSMATIirE 

The  mechanics. of  operation  involve  making  the  p\li*fchas^,  talking  delivery  of  the 
commodity,  o"btaining  evidence  that'the  accepted  commodity  meets  FDA  purchase 
specif icatlonsj  shipping,  forvrarding  the  claim,  and  furnishing  reports  of 
operations. 

It  should  "be  kept  constantly  in  nind.  that  all  documents  are  to  be  prepared 
with  typev/riter,  ink,  or  indolihle  pencil.    All  erasures  or  strike-outs  must 
be  initialed  ))y  all  persons  whose  signatures 'appear  on  the  form,  and  "by  all 
persons  whose  interest  is  affected  "by  such  erasure  or  strike-out.    All  documents 
are  to  "be  prepared  so  th.'^.t  the  original  and  all  copies  are  clear  and  legible. 
Tracing  and  retyping  are  not  pormissible.    '  ~\ 

Buying  Direction.    Before  making  any  attempt  to  purchase,  field  representatives 
must  have  from  the  Regional  Director  or  his  representative  a  specific  authori- 
aztion  to  proceed.    This  authorization  to  purchase  VTill  be  in  the  form  of,  or 
confirmed  by  a  written  Buying  Direction  (SKIA  204).    The  Buying  Direction, 
specifies  commodity,  grade,  maximum  quantity, . unit  price  basis,  unit  container, 
period  of  purchase,  and  the  area,  limits  of  purchase.    Since  buying  directions 
are  issued  to  field  representatives  in  accordance  with  instructions  and 
authorizations  to  the  Regional  Director  from  the  commodity  branches,  it  is 
important  that  field  representatives  keep  in  mind  all  the  limitations  of  the 
Buying  Directions,    Delayed  payment  or  nonpayment  to  vendors  resulting  from 
failure  to  observe  terras  and  conditions  of  Buying  Directions  ^tll  be  considered 
a  responsibility  of,  the  field  representative  in  charge,-:   Field  -representatives 
should  advise  the  regional  office  of  terms  and  .conditions  which  appear  in- 
advisable with  respect  to  'qurjitities,  grades,  prices,  varieties,  or  other 
specifications.    The  contents  of  Buying  Directions  must  "be  held  as  strictly 
co-nf idential  information.  '  .  .i.;..*: 

The  Buying  Direction  number  shall  appear  on  all  documents  pertaining  to.  that 
program  in  order  that  all  concerned  can  determine -under  what  authority  the 
purchase  was  made. 


Majiy  details  concerning  the  progrpra  are  contained  in  the_  Purchase  Annbxincement 
which  shall  be  iasued  by  the  Regional  Director  or  his  representative  in 
initiatijig  purchase  programs  and  in  notifying  the  ,indu;stry  ar  prospective 
vendors  in  the  area  of  purchase  as  to  grades,  pric.es,  .and  o.ther  terms  and 
conditions  of  purchase.    The  Purchase  Announcement  shall  take  the  form  of  the 
attached  specimen  Purchase  Announcement. 

Immediately  aftor  issuance  of  Such  Purchase  Announcement,  two  copies  marked  for 
the  appropriate  commodity  branch  should  be  forwarded  to  the  Washington  Office 
and  two  signed  copies  to  the  Regional  Fiscal  Division. Purchase  announcements 
may  be  mimeographed  in  the  office  of  the  field  representative  and  distributed 
to  prospective  vendors,  checkloaders ,  members  of  the  Producers' . Committee, 
County  Agents,  representatives  of  the  State  Department  of  Agriculture,  and 
other,  interested  individuals  in*  a  mariner  which  will  assure  .a  .thorough  under- 
standing of  the  purchase  program.  r  • 
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?.     In  the  event  changes  arc  nade  In-  grades,  prices,  or  other  terns  and  conditions 
of  purchase,  the  field  representative  shall  issue  amending  Purchase  Announce- 
ments which  shall  he  distributed  as  outlined  above, 

8,    Purchase  Announcements  shall, ~ in  every  case,  contain  a  clear  and  definite 

outline  of  the  basis  on  v/hich  the  commodity  will,  be  purchased.    Price,  grade, 
type  of  package,  inspection,  weight  certificates,  and  other  terms  and  con- 
ditions should  be  expressed  in  sufficient  detail  to  give  check-loaders  com- 
plete information  as  to  how  purchases  are  to  be'm-ade.    Reference  should  aJso 
be  nade  as  to  the  protective  ser\'lccs  to  be  furnished;  as  v;ell  as  indication 
as  to  who  will  pay  charges  incidental  thereto.     This  is  extremely  important 
as  checkloaders  and  inspectors  will  obviously  roly~  on  the  Purchase  Announce- 
ment as  a  source  of  information  to  be  used  in  the  preparation  and  execution  of 
necessary  substantiating  docujients.    Proper  handling  of  the  Purchase  Announce- 
. 'ment  v;ill  eliminate  the  possibility  of  any  misunderstanding  on  the  part  of  the 
prospective  vendors  as  to  the  tbrms  and  conditions  of  PDA  purchases.  Purchase 
announcements  shall  be  numbered  as  outlined  in  the  previous  section. 

B.    !/jilClN&  th:5  PURCEASS,  .\. 

Prior  to  a.ccepting  delivery  of  any  commodity  authorized  to  be  purchased, 
interested  vendors  must  indicate  their  desire  to  sell,  and  the  PDA  must  indi- 
cate its  willingness  to  purchase.    The  following  methods  are  used  to  obtain 
such  conclusion:    Allocations,  Purchase  Orders,  informal  Offer  of  Sal"^,  and 
Formal  Offer  of  Sale. 

1,  Allocations;  If  vendors  offer  a  quantity  of  a  com.modity  in  excess  of  the 
quantity  authorized  to  be  purchased,  it  shall  be  the  responsibility  of  the 
■^reducers'  Committee  to  allocate  such  purchases  among  the  offering  vendors 
in  an  equitable  manner.    The  field  representative  shall  receive  such  alloca- 
tions in  writing  signed  by  the  members  of  the  Producers'  Committee, 

2,  Purcha.se  Order;     {YQk  595)  The  Purchase  Order  is  used  onlj'-  when  the  field 
representative  enters  into  a  definite  sales  a,greement  ivith  a.  prospective 
vendor  a  few  days  prior  to  the  time  commodity  is  to  be  delivered,  other  than 
through  the  use  of  formal  contra-ct.    The  Purchase  Order  must  be  made  out  just 
as  soon  as  the  special  commitment  is  made.    Under  no  circumstances  shall  the 
preparation  of  the  Purchase  Order  be  delayed  until  the  movement  of  the  com- 
modity in  order  to  ascertain  the  quantity  locaded.     The  Purchase  Order  may  be 
prepared  on  the  basis  of  one  carload  of  a  maximum  quantity:  i,  e.,  "ma,ximum 
26,000  lbs."  or  "maximum  560  qts,"    All  spaces  shall  be  filled  out  as  indicated 
in  the  headings. 

3,  Disposition;  Original,  signed  by  the  field  representative,  and  one  copy  unsigned 
to  the  Regional  Fiscal  Office;  one    copy,  signed,  to  the  vendor;  one  copy, 
unsigned,  to  the  regional  purchase  office; 

4,  Informal  Offer  of  Sale;  Under  Announced  Price  methods  of  purchase,  vendors 
submit  verbal  or  written  offers  of  sale  to  the  field  representative  directly 
or  through  the  Producers'  Committee,    Field  representatives  accept  such  offers 
within  the  limitations  of  the  Buying  Directions  and  issue  loading  instructions 
to  the  vendors, 

5,  Formal  Offer  of  Sale:    Under  Offer  and  Acceptance  methods  of  purchase,  vendors 
submit  forms  designated  prior  to  the  opening  of  the  purchase  program.  The 
formal  acceptajice  of  such  offers  constitutes  a  contract,  after  which  loading 
instructions  are  issued  to  contractors. 


(S  P     C  I  M  3  N  ) 

War  Food  Administration 
Food  Distriljution, Administration 
115  Kasiska  Eldg. ,  Pocatello,  Idaho 
(Telephonoi688) 

April  4,  ,1943 

Purchase  Announcement 
Program  J-3a2 

The  Food  Distribution  Administration  announces  th.-^t  it  will  consider  the 
purchase  of  Irish  (v.hite)  potatoes  in  the  principal  producing  areas  in 
Idaho,  subject  to  the  following  terms  and  conditions: 

G-rado  RoquirGments;  Potatoes  must  he  U.  S,  No,  2  or  "better;  2  inch  mini- 
mum _size.  Vendors  shall  furnish  FDA  pt  their  expense  official  inspection 
certificates  issued  "by  the  Federal-State  Inspection  Service. 

Price  si     The  following  prices  f.o."b.  point  of  delivery  uill  "be  paid  "by 
FDA  for  potatoes  which  may  "be  accepted,  and  delivered  to  FDA: 

U.  S.  IT^,  1,  2"  min.  $0.70  per  cwt. 
U.  S.  No..  2,  2"  min.    $0.50  per  cwt. 

Package:    All  potatoes  delivered  to  the  FDA  must  "be  packaged  in  new  sacks 
ea,ch  containing  one-hiAndred-pounds  net  v/oight  of  potatoes. 

Period  of  Purchase:  Purchase  will  "begin  on  the  da.te  of  this  announcement  and 
continue  to  and  including  November  16,  1943, 

Other  Terms  and  Conditions:    Purchases  v/ill  be  made  only  from  grov/ers, 
coop'eraTiTve  -associations  of  growers,  or  their  authorized  agents.  Vendors 
are  cautioned  that  in  making  sales  to  the  Government  and  in  submitting 
claims  for  pajonent  for  potatoes  delivered  to  the  PDA  they  must  disclose 
any  liens  thr,t  may  be  outstanding  against  the  commodity.    Failure  to  dis- 
close lienholders,  or  misrepresentations  of  the  actual  ovmership  of  the 
commodity  will  be  prosecuted  under  provisions  of  the  U.  3,  Criminal  Code, 

/s/  Richr.rd  E.  Roe 

Field  Representative. 


Instructions  to  Vendors 

Loading:     Vendors  shall  load  in  refrigerator  cars  in  accordance  with  good 
comnercial  pra.ctice.    jiinimam  carload  shall  be  360  100-pound  so.cks,.  Vendors 
may  deliver  to  the  FDA  at  the  nearest  railroad  loading  point.     The  FDA  will 
not  be  responsible  in  any  way  if  prospective  vendor  proceeds  to  loa.d  prior 
to  receipt  of  appropriate  instructions  from  the  office  of  the  Purchase 
Representative.    Vendors  must  notify  the  Federal -S^,ate  Inspector  when  ready 
to  load  in  order  th,-t  the  quantity  loaded  may  bo  accurately  determined. 
Vendors  must  notify  the  Purchase  Representative  iinmediately  if  for  any  reason 
an  authorized  loading  is  delayed  or  not  completed. 


Inspection;  Inspection  must  have'' bp  .psrf pijaipd  uithin  48  hours  prior  to  the 
time  potatoes  are  tendered  for  delivery  to  the  Administration. 

Faynent;  Paynent  to  vendors-  for  purchases,  by  FDA  v.'ill  he  speeded  up  consider- 
ahly  if  vendors  v/ho  sell  the  oonnodity  pan  he  prss&nt-  at  the  scene  of  loading 
in  order  th?.t  they  can  present'  invoices  at  'that  tine.     If  vendors  ca.nnot  he 
present  at  the  scene  of  loading  it  v/ill  he  necessary  to  receive  invoices  hy 
nail  v/hich  v/ill  o:f  course  delay  payment. 

Detention  or  Demurrage  Cha.rges;    Vendors  shall  he  responsible  for  and  shall 
r.-^  ake  paynent  to  local  agents  of  the' originating  carrier  at  shipping  p 017 1'- 
for  all  detention,  denurrage,  or  protective  service  charges  which  n,ay  have 
p.ccrued  prior  to  the  acceptance  of  the  potatoes  hy  the  FDA.    The  time  of 
acceptance  of  the  potatoes  hy  the  FDA. will  he  considered  to  he  the  hour  and 
date  lop.ding  is  corapl-eted  hy  vendor,  except  thp.t,  particularly  v/here  car 
had  previously  heen  loaded-  for  comnercial  novenent,  such  acceptance  shall  not 
he  prior  to  tender  of  delivery  hy  FDA  or  in  any  event  prior  to  conpletion  of 
inspection  hy  th-e  Federal -State  Jxispoction..  Service.     Copi  :^-s  of  carri3r's 
receipted  hill--v7iil  he  required- as  evidence  of  paj'^nent  of  such  chs,rgp'^. 

Producers'  Connittee:     The  following  locrl  Producers'  Committee  has  heen 
formed  to  advise  and  assist,  the  FDA  in  thi s, purchase  program:  ■  i 

Nan  e  s  Add.r  e  s  s  e  s 


Qhp.r  1  e  s  .  J ,  tj  on  e  s  I  -Siiho  .  Fal  I'S , .  X  C\pJio 

L,  H.  Smith.  -'    '.  Biirley,  -Idaho' 

Ralph  A,  Doe  Twin  Falls,  Idaho 

■  Luke  V,  Slack  ,  Buhl,  Idaho  :  .  ; 

Preston  Brorm  Naripa,  Idaho 

Interested. .individuals  i7ishing.  to  sell  potatoes  to  the  FDA  or  desiring  further 
details  relative  to  the  program,  should  communicate  v.'ith;a.  rtemher  of  the  Pro- 
ducers' Committee  or  the  Purchase  Reioresentative  of  the  FDA, 


Richard  B.  Roe 
FT..irchase  Representative 
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6.  Loading  Instructions;  Loading  Instructions/      issuod  to  direct  tho  vendor  as 
to  tho  tine  and  nethdd  of  loading,  are  prepared  at  tho  time  a  connitnont  is 
made.    Loading  instructions  may  be  issued  in  as  nany  copies  as  are  deened 
advisable  by  the  field  representative. 

7.  Certificate  of  Origin;  If  a  connodity  produced  r/ithin  the  authorized  area  of 
purchase  is  delivered  to  the  PDA  outside  that  area,  the  field  representative 
shall  obtain  a  Certificate  of  Origin  from  the  vendor.    Such  Certificate  of 
Origin  shall;  be  in  the  fern  of  a  letter  addressed  to  the  Regional  Director, 
signed  by  the  vendor,  and  v/itnessed.    The  vendor  shall  certify  that  the  p«r- 

>  chased  quantity,  of  given  unit  and  connodity,  was  sold  and  delivered  to  the  HIA 

at  the  given  point  of  purchase  on  the  given  date,  that  the  connodity  was  as 
represented  by  the  given  grade  certificate,  and  \7as  grov/n  in  the, given  State. 

7  Distribution:  '    '  ,      "  ' 

H-  •  •*■■•■  :i 

'  Original,  signed,  find  one  copy  unsigned,  to  Regional  Fiscal 

■  Office  nith  clain  for  payncnt, 
.  One  copy,  unsigned,  to  the  Regional  Office  of  Purchase. 
One  copy,  unsigned,  to  the  vendor. 

8.  The  Certificate  of  Origin  is  used  \inder  the  Direct  Yen dort- Grower-Packer,  and 
G-rower-Processor  plans  of  purchase,    '  *  . 

9.  FDa  Containers  and  ^abels;    On  occasion,  as  directed,  connodities  will. be 
purchr.sod  in  containers  furnished  by  the  PDA.     In  such  event, the  vendor '  s  . 

'  invoice  shall  state  "Packed  in  containers  furnished  by, PDA,",  and  a  proportionate 

deduction  shall  be  made  fron  the  purchase  price.    Or,  on  occasion,  PDA  may 
furnish  labels  to  be  placed  on  a  finished  product  prior  to  delivery, 

10,  Field  representatives  sh?.ll  mrke  arrangements  to  have  containers  or  labels  ■< 
,  , delivered  to  a  centrally  located  point,  and  upon  receipt  of  containers  or 

-  labels  from  the  manufacturers  shall  execute  Consignee's  Receipt  in  triplicate 
for  each  lot  received. 

'       '  *  • 

Distribution;    Original,  signed,  and  one  copy  t6  the  Regional  Office  of  Pur- 
chase.   One  copy,  unsigned,  to  the  field  files. 

11,  Containers  or  labels  shall  be  distributed  to  vendors  in  proportion  to  deliver- ■ 
ies  to  be  np.de.    The  field  representative.  §h,all  assign  a  clerk  to  supervise 
the  delivery  of :  containers  or  labels,  and  •'obtain  vendor' s  rsceipts  i7hich 
shall  bo  numbered  and-pproved  by  the  fi6ld  representative. 

12,  Appropriate  records  shall  be  kept  "in  the  field •office  reflecting  quantity 
received  from  the  manufacturer^  quantity  supplied  to, vendors,  quantity  used  In 
making  shipments,  quantity  returned  to  the  PDA  unused,  and  balance  on  hand. 
Quantity  on  hand  and" place  of  storage  at  the  conclusion  of  the  program  shall 
be  reported  to  the  Regional  Office  of  Purchase, 

Ox    DELIVERY  OP  THE  COI'.MODITY 

1,    The  commodity  is  carefully  checkloaded  by  a  representative  of  the  PDA  at  the 
time  of  delivery  by  the  vendor.     It  is  on  the  basis  of  this  checkloading  that 
the  vendor's  claim  for  payment  is  approved.    It  is  necessary,  therefore,  to 
use  extreme  precaution  and  accura-cy  in  performing  such  checkloading.    As  a 
prerequisite  to  all  checkloading,  it  is  important  that  the  checkloader  care- 
fully reviev;  Purchase  Announcements  and  Loading  Instructions  to  become  familiar 
with  the  price,  grade,  and  other  terns  and  conditions  of  purchase. 
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2.  Boforo  the  connodity  is  accepted' for  shipnen^v  tite  checkloader  nust  deternine 
that  the  conmodity  meets  FDA  requirements  as  to  variety  or  type,  size,  grade,  . 
condition,  container,  and  evidence  that  the  ontire  quantity  T;a,s  inspected  withd 
the  tine  limit  specified  "by  the  field  representative.    Checkloader  shall  under 
no  circumstances  accept  a  shipment  of  any  commodity  that  does  not  meet  TDA 
purchase  specifications.' 

3.  -    Arrangorients  shall  "be  made  to  have  the  original  an'd' three  copies  of  the  Inspec- 

tion Certificate  fonv^ded  to  the  field  purchase  office. 

■    •    '  .  -  '     '  ■  .  '  '  ' 

4.  The  checkloader  must,  determine  that  the  commodity  has  "been,  packed  in  accordance 
v;ith  purchase  specif  i  cat  ions, '  and  that  all  containers  are  in  suitable  shipping 
condition.    Checkloader  shall  reject  all  containers  \7hich- 'de.  not  meet  the' 
specifications  of  the  purchase  announcement.    Checkloader  shall  .determine  that 
the  car  or  truck  has  "been  properly  prepared  to  give  the  greatest  protection  to 
the  shipment  and  thr't  the  commodity  is  loaded  and^  stoved  in  accordance  i7ith  "be. 
commercial  practice,  including  the  use  of  "bra-cing,  "bulkheading,  ventilating 
racks,  or  padding,  '  '  ' 

5.  The  checkloader  must  "be  personally  present  throughout  the  process  of  loading 

to  make  a  careful,  accurate  count  of  the  num^ber  of  containers  loaded  or  measure 
into  car  or  truck.    When  commodities  have  "been  purchased  on  the  basis  of  net 
volume  content  of  the  containers,  checkloaders  nust  determine  that  such  con- 
tainers ?/ere  well  filled,  and  when  purchased  on  a  weight  "basis,  that  they  were 
weighed  in  conformity  with  FHA.  requirements,  and  that  the  entire  quantity  ' 
represented  "by  weight  certificates  was  actually  loaded  for  shipment, 

6.  In  instances  where  the  commodity  has  "been  previously  loaded  for  commercial 
shipment,  a  careful  and  accurate  count  must  "be  made  of  the  contents  of  such  car 
Under  no  circumstances  shall  the  loader's  count  "be  accepted  as  a  "basis  of  pur- 
chase. 

7.  Immediately  upon  completion  of  checkloading,  car  shall  "be  sealed  and  a  record 
made  of  seal  num'bers  applied.    Under  no  circumstances  shall  checkloaders 
allov/  cars  which  have  "been  chedcloaded  "by  them  to  remain  unsealed  in  their 

, '  absence. 

8.  Checkloaders  should  "bear  in  mind  that  they  are  employed  for  the  specific 
purpose  of  determining  that  the  yPA  receives  the  grade  and  quantity  of  the 
commodity  for  which  payment  will  he  claimed  by  the  vendor. 

9.  Delivery  f.o.b«  Packing  House's.'  Although  vendors  may  tender  delivery  of  the 
commodity  in  i^.s  natural  state  f.o.b.  the  packing  house,  checkloading  cannot 
take  place  until  after  grading  and  packing,  beCrause  not  until  th-^n  is  it  poss- 
ible to  determine  the  quantity  of  the  commodity  that  will  meet  FDA  purchase 
requirements.    This  condition  applies  to  the  Grower-Packer  plan  of  purchase, 

10.    Delivery  f.o.b.  Processor's  Plant.    The  commodity  is  required  to  meet  FDA  pur- 
chase requirements  at  the  time  of  delivery  without  grading  or  further  handling. 
Checkloading  is  evidenced  on  the  voucher  by  execution  of  the  Processor's 
Receipt,  and  grade  is  evidenced  by  the  Inspector's  Certification.  Fiarther 
checkloading  is  not  necessary.    This  condition  applies  to  the  G-rower-Processor 
plan  of  purchase. 
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11,  Weight  Certif icateisv    Weight  certificates  are  required  in  all  cases  where 
commodities  are  purchased  on  a  weight  "basis  and  payment  is  to  be  made  on  a 
basis  of  price  per  pound,  hundredweight,  or  ton. 

12,  When  availahle,  the  only  form  of  weight  certificate  acceptable  will  "be  an 
official  v^eighmaster's  certificate  issued  by' a  public  weighmaster  who  has 
been  legally  licensed  to  weii^h' merchandise  and  to  issue  certificates  of 
weight.    If  possible  these  certificates  should  be  executed  on  recognized 
standard  forms. in  accordance  with  the  legal  requirements  of  the  State  of 
.purchase,  . 

Disposition: 

Original,  signed,  and  one  copy  to  Regional  Fiscal  Officer 
with  vendor's  claim  for  payment. 
..One  copy,  unsigned,  to  the  Regional  Office  of  Purchase, 

13,  ■  If  public  weighmasters  are  unable  to  issue  a  recognized  standard  form  of 

•  weighmaster '  s  certificate,  they  may  substitute  Form  FM  596  or  the  certificate 
may  be  made  on  weighmaster ' s  official  letterhead  or  other  stationery. 

14,  If  a  weighmaster' s  seal  is  not  ayailable,  a  certificate  must  be  furnished  by 
an  appropriate  State  or  local  public  official  or  by  an  FEA  field  represen- 
tative, attesting  to  the  public  authority  of  the  weighmaster  and  to  the 
accuracy  of  the  scales  used.    Only  one  certificate  is  necessary  f or" each- 
public  vyeighmaster. 

15,  If  furnished  by  a  State  or  local  public  official,  the  certificate  reads  as 
follows:  ''I  certify  that  'name  of  weighmaster''  is  a  duly  authorized  public 
weighmaster,  and  that  the  scales  used  by  this  weighmaster  for  public  weighing 
were  inspected  by  an  appropriate  State  official  on  'date*  and  that  said  scales 
we^e  found  to  be  accurate,"  (Signature  to  show  date  and  place  of  preparation, 
title  of  public  official  and  the  name  of  the^State  or  local  public  body  with 
T7hich  he  is  officially  associated.) 

16,  If  certificate  cannot  be  obtained  from  a  State  or  local  public. official ,  such 
certificate  shall  be  furnished  by  FDA,  representative  on  the  basis  of  his. 
investigation  of  public  documeijts,  scale  ■  seals,  or  other  information  avail- 
able, thus;  "I  hereby  certify  that  I  personally  examined  official  documents, 
scale  seals,  and  other  information  and  have  ascertained  that  "name  of  weigh- 
master' is  a  .duly  authorized  public  weighmaster,  and  that  the  scales  u.sed  by 
this • weighmaster  for  public  weighing  purposes  were  inspected  by  an  appropriate 
State  official  on  'date'  and  that  said  scales  were  found  to  be  accurate." 
(Signature  shall  show  title  as  "FDA.  Receiving  Agent,"  and  certificate  shall 
include  date  and  place  of  preparation.)  .  •  ' 

17,  In  cases  where  public  weighmaster ' s  scales  are  not  available  and  weighing  must 
be  performed  on  private  scales,  such  weighing  must  be  personally  supervised 

by  an  FDA  field  representative  and  the  results  of  the  weighing  shall  be  prop  \  ; 
erly  shown."    On  the  basis  of  the  supervision,  and  Investigation  of  official 
documents,  the  FDA  field  representative  shall  also  certify  as  follows;  "I 
certify  that  I      (Continued  on  next  page)  - 
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personally  supervised  tho  v/eighing  of  the  abov0-descri"bed  lot  of  'connodity' 
and  found,  that  the  r/eights,  were  as  indicated.     I  further  certify  that  the 
scal3s  on  V7hich  this  itveighing  v/as  pGrforned  uere  last' inspected  "by  an  appro- 
priate official  on  'date^  and  found  to  be  accurate. " 

18',     In  cases  where  public  vreighmster' s  scales  arc  not  available  and  weighing 

must  be  performed  oh' private  scales,  "and  it  i-s  practicable  only  to  make  a  test 
weight  of  a  representative  portion  of  a  lot;  such  weighing'  shall  be.  personally 
supervised  by  an  FDA  field  representa.tive  and  the  results  properly  shown  on 
this  basis  v/ith  the  following  certificate:  "I  certify  rthat  I  personally  super- 
vised the  i-dighing  of  a  representative  portion  of  not  less  than  ten.  percent 
(10^)  of  the  above-described  lot  of  'coinnodity'  and  found  thn.t  the    number  of 
containers'  of  'commodity*  weighed  an  average  net  v/eight  of  'number'  poionds. 
I  further  certify  that  the  scales  on  which  this  y/eighing  was  performed  v/ere 
last  inspected  by  an  ^appropriate  State  official  on  'date'  and  found  to  be  accu-- 
rate."  '  . 

X^,    In  all  cases  where  weighing  is  perform.ed  on  private  scales  it  is  desirable 
that  a  certificate  as  to  the  accuracy  of  such  scales  bo  obtained  from  an 
appropriate  State  ox, local  public  official,    This  certificate  shall  be  addressed 

'to  the  Regional  Director,  and  shall  show  date  and  place  'of  preparation, 
tit3.e  of  the  public  official,  and  name  of  the  State  or  local' ptib Lie  body  with 
which  he  is  officially  associated,  ■  • 

V  ,  '  D*^    INSP"^CTXON.  ■  ■     .  / 

1,     Inspection  of  the  commodity  to  be'  purchased  shall  be  performed  .by  the  agency 
named  prior  to  the  operatioh'  'o'f  '  the  prdgfam,.    Inspection  of  all  pershable 
commodities  shall  be  performed  within  forty-eight  hours  prior  ;.to-,  the 

time  of  shipment. 

Fresh  Gom-^.oditios.     Inspection  of  ■  fresh  commodities  shall  be  .certif  i<?d  'to  'by 
having  Inspectors  execute  the  Checkloading  Certi-fication  "A",,on  Pul^li<^  Youcher- 
Purchase"' Pro  grafts  (SMA  120).    All  such  inspection  shall -be  followed  by  the 
'  r^3gular  'lon'g  form  Inspection  certificate , except  when  Certification  "B"  is 
also  exeduted  under  the,-  G-ro\*>,er-Proc esse r  Plan.  .  .  ;  , 

3.    Processed  Oonmodities.    Inspection  of  processed  commodi1:;ies  is  generally  per- 
formed on-  the  basis  of  samples  drawn  by  FM  Receiving  Agents  and  submitted  to 
■  the' inspection  agency,  '  Certification  as  to  grad.3  of  the  commodity  delivered  is 
on  .th'e  basis  of  the  inspection  certificate,.    The  field  representative  shall 
'  make'  arrangements  with  the  inspection'  agency  prior  to  the.  pperation  of  the 
■  ■  pfogrin-m- to  receive  sampling  instructions  afe.  to  how  to  draVj  samples-,  whn.t  quan- 
tity of  samples,  to  draw,  how  to  issue  sampling  certificates',  etc.    An  identify-^ 
■  ■■    "'Ing  lot  number;  shall  appear -on  all  do-cumcnt"s  ,pcrtaining  to  th?>t  uni't, 

■4;  '  I n sp O'ctiP n  Certifi c^t e .  Vendors  must,^  arj-ange  foi:  and  pay  all  chargcV  incidental 
to  inspection,  unless  otherwise  -specifically  stated  in  the  plan  of  purchase. 
The  original  copy  of  the  inspection  certificate  must  be  signed;  (Jopies  mr>y  be  ■ 
./either  signed  or  m.ay  bear  notation  of  the  name  of  the  inspector  who  signed 
•-the  original,.    The.  name  of  the  applicant  appearing  on  the '  inspection  certifi- 
cate shall  be ; the , same  as  .the  name  of  the  vendor;    If  a  number  of  vendors 
^participate  in. a  carlot  shipment  or  delivery,  the  inspection  certificate  shall 
':  "  include  this- information  "Sy  stating  the  name  and  address  of -each  vendor  and 
quantity  tendered  by  each. 
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5.  Any  change  affecting  tho  value  of  the  inspection  certificate  must  "be  signed 
by  the  inspector  issuing  the  certificate  or  "by  a  person  in  authority  qualified 
to  sign  for  the  inspection  service, 

6.  Upon  receipt  of  the  inspection  certificate,  the  field  representative  shall 
insert  the  Delivery  Order  Nunber  or  Shipping  Order  Hunter  in  the  upper 
right  corner. 

Disposition: 

Original,  signed,  and  one  copy  unsigned  to  Regional  fiscal 

office  ^''ith  vendor's  claim  for  payment,  or  as  soon 
PS  possible  after  forwarding  claim  if  clain  is 
submitted  on  Public  Voucher-Purchase  Programs  (SMA.  ^ 
120)  and  signed  by  the  inspector  under  checklo6,ding 
Certification  'A' . 

One  copy,  unsigned,  to  the  Regional  office  of  purchase 

7.  Generally  all  commodities  vrill  be  purchased  on  the  basis  of  established  U.  S. 
Standard  grades.    In  some  instances,  however,  combination  or  special  grades 
may  be  used.    Ylheve  established  grades  are  used,  no  difficulty  is  apt  to  arise 
in  connection  with  the  determinant  ion  of  the  grade  expressed  in  inspection 

■  certificates.     In  cases  where  a  combinf^tion  or  special  grade  is  purchased, 
inspectors  should  be  informed  of  FDA  grade  requirements  and  requested  to  expresi 
the  actual  grade  of  the  commodity  on  the  Inspection  Certificate  in  their  own 
phraseology  in  such  a  way  that  there  T,7ill  be  no  doubt  as  to  whether  or  not  it 
meets  FDA  specifications.    For  example:  if  potatoes  are  being  bought  on  the 
basis  of  U.  S.  No.  2  grade  with  80^  U.  S,  No.  1  grade,  or  better,  the  grade 
shown  on  the  inspectio-n  certificate  sha,ll  not  be  shown  as  "meets  specifications 
of  FDA"  or  any  similar  description,  as  the  question  immediately  arises  as. 
to  wha,t  are  FDA,  specifications.    Therefore,  the  inspector  in  all  instances 
shall  describe  the  ACTUAL  C-RAD3  of  the  potatoes  inspected,  thus:  "U.  S.  No.  1," 
or-"U.  S.  N^.  2,  90fo  U.  S.  No.  1,"  or  "U.  S.  No.  2,  80fc  U.  S.  No.  1,"  or  such 
other  grade  as  the  case  may  actually  be,  -  . 

8.  Inspection  certificates  must  indicate  the  total  quantity  of  the  commodity 
covered  by  the  inspection.    This  may  be  determined  either  by  actual  count  by 
the  inspector  or  from  such  sources  usually  employed  by  inspectors  in  obtaining 
this  information.    When  com.modities  of  various  grades  and  sizes  are  delivered 
in  the  same  ca.rlot  at  various  prices,  inspection  certificates  must  indicate 
the  quantity  of  each  grade  and  size. 

9.  TJUhen  the  inspection  agency  has  contracted  to  perform  checkloading  services 
for  the  FDA,  there  will  probably  be  instances  where  it  will  be  necessary  that 
the  agency  employ  individuals  not  licensed  as  inspectors  to  assist  in  carrying 
out  checkloading  duties.     Such  individuaJs,  of  course,  will  be  acting  under 

the  supervision  of  the  inspector,  and  consequently  the  inspector  will  be  requir- 
ed to  sign  the  certification  as  to  check  and  count  either  on  the  inspection 
certificate  or  certif ica.tion  "A"  on  the  Public  Voucher-Purchase  Programs 

(sm2o). 
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3.     SElPM^li  W  C0MJ/I0DITI3S 

TT    Shipmen.ts  of  commodit-les  undier  pri'c'e  support  and,  Section'..  32  purchase  programs 
.jniist  "be  coordinated  with  IcndT-lsase'  shipnents.    For  that  reason  all  shipping  is 
coordinated,  by  and  directed  from  the  Washington  Office  of  the  Custody  and 
Disposition  Division. 

2.  In  oi*der  .to  so  coordinate  all' -shipping  activities,  full  responsilDility  for  all 
transportation  matters,  including  the' "routing,  protecting,  and  storing  of 
freight  will  rest  with  the  Custody  and  Disposition  Division  of  the  Transporta- 
tion and  Warehousing  Branch.    The  Custody  and  Disposition  Division  will  arrange 
to  serve  all  field  purchase  programs  from  its  estahlished  field  offices  or  di- 
rect from  the  Washington  office,  as  circumstances  require.     It  will  designate 
at  the  beginning  of  each  program,  a  representative  who  will  supply  all  informa- 
tion required  as  to  routing,  protecting,  lEgid  forwarding  the  commodities  pur- 
chased to  the  field  purchase  offices  and  .the^r:.!representatives. 

3.  At  the  time  a  purchase  program  is  contemplated,  the  commodity  branch  concerned 
shall  draft  ai' distribution  plan  in  collaboration  with  the  Custody  and  Disposi- 
tion Division. 

4.  On- the  basis  of  the  plan  of  distribution,  the  commodity  branch  advises  the 
'  respective  regianal  offices  of  'the  amounts  of  commodities  available  for  distri- 

-bution  ~f or  relief  purposes,  and  requests  the  regions  to  obtain  Delivery  Orders 
which  .subsequently  are  forv/arded  to  field  purchase  office.     (De.taiis  relating 
to  .preparation  and  use-'  of  Delivery  Orders  are  contained  An  s-abs.equenf  paragrapV 

5.  In  connection  with,  shipmen^tp- to  other  than  distribution  agencies,  .the  Custody 
and  Disposition  Division  ,  inr.Wa.^hingt on  locates  storage,  determines  diversion  ^ 
points  to  be  used  .and  furnishes  pertinent  shipping  data  to  the  field- purchase 
representative  through  the -designated  Custod^r  and  Disposition  Division  represer 

 tative.     This  .information  consists  in  blocks  of  forward  ticket  numbers  T^^ith  loc 

tions  of  diversion  points  and  storage  and  information  as,  to  amounts  which,  may  't 
shipped  to  them.    On  the  basis  of  .this  information  the  field  purchase  ;office 
makes  shipment,  completing  the  shipping  documents  and  routing  them  in  ac cor dan c 
with  Custody  and  Disposition  pr6cedures.     (Detailed' procedures  follow). 

6 .  Procedure  for  the  Preparation,  Routing,  and  Shipments  with  Delivery  Orders 
(Shipments  to  relief  agencies) 

a.  The  Washington  Office  of  the  commodity  branch  no.tifi^s  the  regional  office 
the  amounts  of  the  commodities  allotted  to  it  for  direct  distribution  for  :■  - 
lief  purpgsoa,  and  tho  regional  off ic©  either  through  the  regional  oonnodii 
division  or  other  regional  personnel  contacts  prospective  recipient  agenci 

b.  After  a  distribution  agency  has  been  contacted  and  has  indicated- a  willing- 
ness  to  accept  commodities,  the  regional  office  of  distribution  sends  par- 
tially completed  Delivery  Order  to  distributing  agency, 

c.  Distributing  agency  executes  acceptance  part  and  returns  the  original  and 
copies  two,  three,  four  and  five,  retaining  a  white  copy  for  its  files, 

d.  On  Receipt  of  Delivery  Orders  Regional  office'  of 'distribution  assigns 
Delivery  Order  numbers  as  follov;s: 

(1)  A  separate  series  of  numbers  shall  be  established  in  each  Regional 
Office  for  each  commodity. 

(2)  These  numbers  shall  begin  with  No.  i,  in  Qodh  instance,  and  shall  pro- 
ceed in  sequence  as  orders  are  placed  for  shipment. 

(3)  Delivery  Order  numbers  shall  be  identified  by  regions  by  prefixing  t'h 
region  nmibor,  i.  e. ,  the  first  order  issued  for  apples  b/  Region 
A,  would  be  nujnbered  A-1,  the?  second  order  A-2,  etc. 
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(4)    Each  Regional  Office  will  assign  Delivery  Order  numbers  to  all  orders 
covering  shipment  of  commodi tie's  to  States  within  the  region. 

e.  After  the  a,ssignnient  of  Delivery  Order  nurater,  Regional  Office  returns  the 
pink  copy  to  the  destrihuting  agency  for  use  in  receipting  when  commoditia* 
are  delivered.    Regional  office  detaches  white  copy  for  its  files. 

f.  Regional  Office  of  distribution  forwards  Delivery  Orders  to  the  field  pur- 
chase office,  if  commodities  are  to  he  purchased  and  distributed  in  the 
same  region;  if  they  are  to  be  purchased  in  a  region  other  than  the  region 
of  distribution,  the  Delivery  Order  shall  be  sent  to  the  regional  office  oi 
purchase,  which  shall  then  send  then  to  the  field  purchase  office. 

g.  At  the  time  the  Delivery  Orders  are  forwarded  either  directly  to  the  field 
purchase  office  or  to  the  regional  office  of  purchase  and  then  forwarded  t 
the  field  purchase  office,  as  the  case  may  be,  the  forwarding  office  shall 
abstract  the  following  information  from  the  Delivery  Orders  and  forward  it 
to  the  Washington  office  of  the  Custody  and  Disposition  Division  and  to  th 
commodity  branch;  (See  form  "Abstract  of  Delivery  Orders",  page  38) 

Delivery  Order  llo. 

Name  and  location  of  distributing  agency 
Amount  desired 
Approximate  delivery  date. 

h.  When  Delivery  Orders  are  received  in  the  field  purchase  office,  the  field 
purchase  representative  shall  turn  them  over  to  the  field  shipping  repre- 
sentative who  shall  supply  the  necessary  shipping  information  and  prepare 
Bill  of  Lading  and  other  necessary  shipping  documents, 

i.  When  shipment  is  made,  shipping  documents  shall  be  completed  and  routed  as 
follows: 


Name  of  Document 

:  C&D 
Wash.  . 

Vendor 

Carrier 

.Program 
;  Ac  counting 
:  New  York 

C&D 
•Section 
'New  York 

;  1/ 

:  Field 
Purchase 
■  Office 

:Con- 

: signee 

.Regional 
:  Office 
:  of 
: Distribu- 
tion 

Delivery  Order 

Blue 

Orig. 

& 

Yellow 

Bill  of  Lading 

Pink 
3/ 

Yellow 

Salmon 

All  cop- 
ios  not 
else- 
where 
distri- 
buted 

Yellow 

Origina] 
& 

>  Yellow 

Loading  Manifest, 

7 
4/ 

Orig. 

Inspection  Cert, 
(if  any) 

.  Orig. 
&  1 

1 

Weight  Cert, 
(if  any) 

.  Orig. 
&  1 

1 

1^/    Delivery  Orders  "  green  and  yellow  copies  retained  in  field  purcha,se  office  and 

.    UTDon  completion  of  program  are  forwarded  to  regional  office  of  purchase, 
2/    Immediately  on  receipt  of  information  that  shipment  has  gone  forward,  the  field 

purchase  representative  shall  wire  both  the  consignee  named  on  the  Delivery  Orde 


2 1  Continued  "  " 

and  the  Regional  Office  of  Pistrltutloi.  ' Regional 'Of flee  of  distribution  shalf 
obtain  executed  pijik  and  white  topXtt  twtm  %hff,  dlstriVitlAtf  agency  indicating 
receipt  of  goods.  '  Both,  pink  and  !wh.tl»  etplet  thaXl  then  ^•  forwarded  to  Custo' 
and  Disposition  division,  Wafhlngten,  rattriei^  lihA  theft  teat  te  regional  offl# 
of  purchase  for  filing  with  earl«t  ftt«»  Vhtte  copy  ihall  \t  rafaltied  la 
Washington.  •  ■      .  . 

In  event  goods  are  receivei  la  dAARC^t  •dAdt^t^a.  prteednrt  AtiVllaed  %%  par** 
graph  on  Loss  and  Samage  thall.bo  fflt«wtd«,  T 

3^  ?or  7raffle  Services  Vat%     4/  Uf  ^Mrwdttf  AteotttUUU%y  taetloa 

?♦    Pfoeedttre  for  Preparation  aad  81  apefilloa  ef  yp^iaeftlt  far  Shlpaeaft  t»  Other 
Than  t»  Plrect  8ietrlb\itla'a  'Ageatlge«  .        "  "  " 

a«.  Shipments  of  coarnddltlet  to  ether  thaft  ttroet  tiofrft%utloa  a«|eat|ef  ohall 
follow  the  aano  pattern  as  that  tati         for.  leaMeasa  ahi^eata,  irlth 
a  few  minor  exeeptloas*   The  *a|a  diffaraata  tatweea  thosa  aitd  lend«lease 
shlpnents  Is  that  the  *ardering  aut*  is  deaa  iy  the  field  pur'chase  repre- 
sentative.  But  this  Is  net  doaa  without  prtai:  Imewledge^  hoiiever,  hecaueo 
at  the  time  the  field  purehase  pregrnih  Is  set  up*  the  Custody  and  Ptspoel* 
tloa  Ptvlslon  shall  furnish  the  field  purchase  representative  with  pertl* 
.nent  information. 

Preparation  PAd  Routing  of  Docunentss    When  purchases  are  aada  tho  daCu* 
ments  shall  be  prepared  and  routed  as  followsl 


;   "       i          J               C&D     t  Field    :  Custody  and  Dtapasitten  " 
:  C&B    :         :           tSoctloa  :Purchase;  offiea^  eontrolltng  tarrt* 
Name  of  Document:  Wash. :  VondorrCarrlertlTew  Yorict  Office  t  tery  af  dastinatlaa  


Bill  of  Lfvdlng    :  Pinjc 
1/            ;  21 

•  4 

•  i 

•  *  i 
• 

• 

■ 

1  Yellow: Salmon  :A11        : Yellow    :  Origlaal  and  Yallaw 

!          ;           ; copies    ;             :  ; 

:  •  tndt  elset  j 
\  ;  rwhere  ;  .  j 
5          i           tdistrl-t  -  : 

s           :buted     J  : 

Loiading  Manifest 

t            :      3       1  ,           X  Original  it  ^ 

Inspection  J 
Certificate 

 :  ^  .  ^ 

Orig.:           :            :  •          :  .1 
.  &  1    :           ;             t  -  ■          ,«                                   '  • 

Weight  Certifi- 
cate    ■  , 

Orig.:           :             :  '          =:  i 
&  1    ;           I    \         I  I 

if  In  cases  in  which  Commercial  Bills  of  lading  are  used,  the  Custody  and  nisppsi- 
tion  office  controlling  the  territory' in  which  the  destination  Is  located  will 
exchange. the  Bill. of  Lading  for  a  Government  Bill  of  lading. 

2/  For  the  Traffic  Services  Uhlt. 


Daily  Wire  Report.    At  the  close  of  each  day' s.  "business  the  field  purchase 
representative  shall  send  a  wire  report  which  shall  "be  sent  to  (a)  Washington, 
addressed  jointly  to  the  chief  of  the  .commodity  "branch  and  to  the  Chief, 
Custody  and  Disposition  Division,  Transportation  and  Warehousing  Branch,  and 
to  ("b)  New  York  to: 

Food  Distribution  Administration 
Defense  Program 
150  Broadway 
New  York  7»  Y. 

a.  The  Dally  Wire  shall  "be  divided  first  of  all  according  to  the  program  of 
purchase  which  includes  the  program  numher  and  the  authorization  numher. 
There  should  also  he  included  the  total  purchases  for  the  day  with  sub- 
totals "by  grade,  "by  state,  and  price. 

b.  Beneath  the  program  of  purchase  (for  other  than  Section  32),  the  material 
should  be  organized  as  outlined  below. 

(1)  The  shipments  should  be  grouped  according  to  the  type  of  disposition, 
namely,  shipments  to  processors,  storage,  diversion  points,  etc^ 

(2)  For  each  type  of  disposition  the  material  should  be  organized  for 
each  car  as  follows: 


The  complete  order  number  (or  D.  0.  number) 
Contract  number  used. 
Commodity  designation  (if  any) 
'^ype.  grade,  style. 

Cut,  color,  weight,  range,  etc.,  as  applicable  for  the  commodity 
Number  of  packages  —  contents  of  packages  (expressed  in  units 
as  contracted  for) 

True  net  weight  of  commodity,  exclusive  of  containr 
Gross  weight  (shipping  weight) 

Origin  of  shipment  ■      ,   •  . 

Car  initials  and  number 

Consignee,  destination,  delivering  carrier. 

cumulative  totals  of  purchases  and  dispositions  showing  balance 
on  track,  by  grade,  by  commodity,  and  container* 
Additions,  deletions,  and  corrections  to  previous  reports, 
information  contained  under  Section  (1)  will  be  submitted  only  to 


c.    The  specimen  wire  on  the  next  page  should  be  noted  carefully. 

Code  Designation.  When  it  is  desirable  to  use  a  code  in  transmitting  numerals 
by  telegraph,  the  code  word  shall  be  as  follows:. 


BLACKHOP.  SE 
1234567890 


Thus  "^^ARBK"is  March  15 


IMPORTANT  NOT^S  CONCWING  DAILY.  WIHl]  REPORT  -  Evon  though  there  has  been  no 
activity  for  the  day,  the  field  purchase  representative  should  send  a  wire 
report,  which  should  read  "No  purchasesor  shipments  today" 

The  information  contained  in  the  daily  wire  shall  be  submitted  only  by  the 
official  designated  by  the  Rogional  Office  as  the  field  purchase  representative 
for  the^  particular  purcha.se  program,  or  for  the  particular  area.     In  no  case 

information  be  forwarded  by  any  person  other  than  the 


shall  the  same  sh 
purcnasG  represen 


lliivl 


,  ,  ,  -  24  - 

Specimen  of  I'o'rmat  "for  Daily  Wire  Report 

Irish  Potatoes 

(Shipments-^  cbhsjl'ghel  to"' other  t&an' jrelie'f  agencies)  , 

'•■    '       ' '"'  •■'  (Purchase-' ' 

Authorization) 

Purchased  11  cars  -  3000' sacks' 200' htls.   ■  ';■:■':   .  :.  :  :  ■ 
(Total  purchases  -  cars  -  description)  ■  '     >  ■■  >.  , 

Kansas  3-900  sx    US  one 

1-300  sx  85^  US  one 
1-300  sx  commercial 


■ '  ■  '     Mi  s scfur'i  ■  ■  ' ^'-ISOO  sx'US  one 
'■'■"  •    '1-300  sx    US:  one-- 

1-200  hbls.  C-rad'e~'B. 

■(Shipmen'ts,  td  canh'^rs)  •  ' 


©•.6^00  cwt. 

®  I'.'go  "  " 

©  1.85  " 

@.  1.98  " 
©  1.88  " 
@  1.80  bbl. 


Anj'-town,  Kansas 
'  :  .-  ':.(,SilHng  pointO 

J.  Doe'  Canning  Co. 
X-T:aTOi>  ,  Iowa  ,  .  .  '■  . 
(Destination) 

Somewhere,  Kansas 
(Billing  point)' 

Kenry  Roe  Canners 
Smithton,  Missouri 

(Shipment  to-  storage) 


Ha  rr  i  s  0  n  V  Mi  s  s  ou  r  i  ■ 
(Billing  point)  ! 

Terminal  Storage  Co.  UP21499 
(Change,:? -  to-' pr&vious  reports) 


A(ESi'9423    'PFAO  64173 


300  sx 


(Car  H  .)     (Order  N  .)  (Quantity) 


NP21913 


PFAO  64179 


300  sx 


WAO  39112 


300  sx 


JULBC 


GCP-536 
(Program 
^ToO 


85^  US  one 
(Grade) 


Com'l 


.US  one 


UP 

(Deliverin 
Carri  er) 


CB^ 


UP 


Add  .  -rJULLS 
Deduct:  :  .  JULLE 
Change  .  :■' 


WSX  12121  PFAO  59999  100  sx 

lOm.  18181  WFAO  64000-3       1  car  300  sx, 

Storage  'UP  21400  to  J.  Doe  Canning  Co, 
Diversion  ATSI'  44444  to  Doe  Starch  Co. 


(Curaulatives  after  corrections,  if  any) 


C^lmulative  Purchase 


Cumulative  Disposi- 
tion. 


On  Track 


305 .cars 
290  " 
155  " 

■  ■  i; 

"30^- ■  " 
290  ." 

154.  V, 


91200 

sx 

US  one 

85800 

r 

Coram, 

.46500 

11 

US  one 

-B 

90300 

It 

US  one 

r86800 

11 

■Comr'-'  ■- 

46200 

,ii 

■,US  one 

-B 

1200 

If 

(The  t)?ilance  Cif  'the  wire  'for  shipments  to  relief  agencies  is  set  'up'fn  the 
.  .same  '  pat  tern,,. as  (^p!^  Shipments '  shoiim 'atdYe.)  \:'  .  .        .  ■ 
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F.     CLAIMS  FOR  PAB'CTT 

1.    Claim  of  Vendor  for  Comnoditles  Fuychased  by  FDA 

Claims  for  payment  for  coimodities  delivered  to  the  FDA  are  "based  on  evidence 
of  proper  dolivery  of  the  specified  quantity  and  evidence  that  the  commodity 
meets  the  required  purchase  specifications.    The  primary  e-.  Idence,  however, 
for  any  claim  is  the  vendor's  certified  invoice. 

Generally,  field  representatives  will  use  only  tvro  forms  for  presentation  of 
any  claim;  Public  Voucher-Purchase  Programs  (Form  SM£k  120)  is  used  for  the 
purchase  of  agricultural  commodities  rendered  and  for  services  rendered  in  con- 
nection Vrith  commodity  delivered;  Public  Vouchor  for  Purchases  and  Services 
Oth:^r  Than  Personal  (Stpjid?,rd  Form  1034)  is  used  only  for  claims  for  adminis- 
trative services,  or  for  purchases  of . supplies  and  materials  not  purchased 
under' an  authorized  commodity  program,     (The  Use  of  this  form  is  explained  in 
instructions  issued  by  the  Administrative  Services  Division.) 

3.    Field  representatives  are  reminded  that  separate  invoices  shall'  be  prepared 
to  cover  the  q^iantity  of  commodity  supplied  by  each  individual  grower  loading 
in  a  particular  car  or  truck.    Under  no  circumstances  shall  one  vendor  pose  as 
shipper  v/hon  several  grovr^rs  have  loaded  in  one  car, 

•4.    All  claims  transmitted  to  the  Regional  Fisc?J  Office  shall  be  accompanied  by 
.serially  numbered  letters  of  transmittal  listing  such  clPdms  by  the  Voucher 
Serial  Number. 

5,  "Public  Voucher-Purchase  Programs  (Form  SlfA  120).  This  form  shall  be  prepared 
by  the  vendor  vith  ink,  indelible  pencil,  or  on  a  type^7^iter  in  such  manner 
that  the  original  and. all  copies  shall  be  clear  and  distinct.    If  pny  altera- 
tions are  made,  the  incorrect  entry  should  be  lined  out,  the  correct  entry  made 
and  initialed  by  all  signatories. 

6.  Preparation; 

D.  C,  Voucher  Np.    Leave  br?»Jik'.        ■,■     ^  ' 
Voucher  No. '^^  Leave  blank. 

Voucher  prepared  at    Shov?  place  and  date  of  preparation. 

Pay 3  0    Insert  vendor's  correct  name  as  it  appears  under  the  vendor's  certifica- 
tion.   Vendor  shall  shov;  his  given  name,  thus  "John  J.  J^nes"  or  "J.  Jack  Jones^ 
not  "J.  J.  J^n-'s."    Abbreviations  shall  not  be  used. 

Payee' s  Account  No.     Insert  identification  number  vendor  may  Y/ish  to  appear  on 
check,  or  voucher  serial  number. 

Lienholder  as.  joint  payee.     Insert  nari;e  (or  names)  of  licnholdor(  s) .     If  there 
is  no  lienholder,  insert  "None.". 

Payee's  address    Insert  full  and  correct  address  at  r-hich  the  payee  regularly 
..receives  United  States  mail. 

Address  to  which  chock  shr>,ll  be  mailed.  Insert  tho  full  and  correct  mail 
address  to  v?hich  the  payee  v/ishes  his'  check  sent.     If  this  is  the  sane  as  the 
"Payee' s  Address."  insert  "Same..as  above." 

Delivery  or  Service    Insert  da,to  or  dates  on  which  the  commodity  v/as  delivered 
or  the  ser\''ico  rendered.     During  a  period  of  tim.e,  show  beginning  p.nd  ending 
dates  of  that  period. 

Program  Ho.  &  '^itle    Insert  number  njid  name  of  program,  as  advised  by  the 
Regional  Office.  / 

Contract  Date    Insert  correct  contract  date,  if  purchased  or  delivered  under 
ooritract'. 

Contract  No.     Insert  Payee's  correct  FDA  contract  number,  if  any. 
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DqI ivory  Order  Uq.     Insert  Delivory  Ordor  nunlier  appe-^.ring  on  "bi?.!  of  lading  or 

Delivery  Order,  if  any,  plus  an  identifying  letter  for  each  vendor  if  more  than 

one  vendor  loads  in  the  sane  car  or  trD.ck.     Such  identifying  letters  shall  "be 

assigned  separately  for  each  order  and  shall  begin  vith  "a". 

Shipping;  Order  No.     Insert  Shipping  Ord'-r  number,  if  any. 

Order  for_  Service  No.     Insert  proper  Ord-^r  for  Services  nunher,  if  my.  ■ 

Purchase  Order  No.     Insert  the  Purchase  Ord^r  niinhdr,  if  any. 

Description  of  Tr,"nsaction    Insert  proper  grade,  sizCj  and  other  conditions  of 
purchase,  or  description  of  services  performed.  - 
No.  of  Units    Insert  mjiiher  of  units  actually  d-3livored. 

Unit.     Insert  correct  name  of  unit,  thus  "Std.  Box,"  "1-3/5  Bu.  Sack,"  etc. 
Anount  clained  per  Unit    Insert  price  per  ujnit  in  dollars  rnc.  cents,  thus  $0.54, 
•^8.  51 ,  etc. 

Amount  Clpir-ed  Shov;  anount  cla.ined,  in  doll.'^rs  and  cents,  arrived  rt  "by  inulti- 
plying  "No.  of  Units"  by  the  "Anount  Clained  per  Unit." 

Total    The  total  shall  be  the  sim  of  the'  items  listed  in  the  "^'ii-^ount  Claimed" 
column. 

Shipping  -point    Insert  nane  of  place  vhere  co^.-^odity  is  delivered  to  FDA,  If 
connodity  is  fori-ardod  on  a  bill  of  lading;,  this  na^e'  hust  agree  '-'ith  the  point 
of  origin  as  shown  on  such  bill  of  lading. 

Destination    Insert  n^^ne  of  destinr^tion  as  shor/n  on  the  bill  of  Ipd.ing.  C  If 
coniodity  is  delivered  at  the  shipping  point  to  the  distribution  n-^-ency  or  to 
a  processor  for  the  acount  of  the  .Adnini stration,  insert;  ;"Local  Delivery.  ,  .' 
weight  of  Shipnent    Insert  billing  i.=/eight  of  the  shipment  which  must  agree 
r.'ith  the  billing  \7eight  shov/ri  on  the  bill  of  Lading.     If  shipment  is  a.  local 
delivery,  ler'Vo  blanlc. 

Truck  License  No.  or  C-'^r  No»     Shov^  license  number  of  truck  or  car'nil"-ber  of 
freight  car  into  vhich  con-polity  v/as  loaded,  thus:  "'5.  V.  1942-B-8021 ," 
"FG3X  50682,"  etc, 

G-ovt.  B/L  No.     Insert  proper  Government  bill  of  lading  number,  if  any. 
Certificate  of  V  -ndor    "Vendor,"  "By,"  "Title"     The  vendor  shall  sign  here  his 
regular  signature.     Class  of  Vendor  designation  must  be  indicated  p,t  the  time 
of  signing. 

Specimens:  '       '  .  ■ 


An  individual  grovrer;      Date     April  00      1943    Vendo-r    John  J.  Jones,  ■-Grro't7or 

By  (Leavo  Blank)    Title         (Leave  Blank ) •  


A  partnership  of  grouef s; 


Date    Avrxl  00    1943      Vendor    John  J.  Jon:^s  8-.  Co,G-ro\705 


By.  /&/  Henry  A.  Jones  Title 


Partner 


A  cooperative  associa-  Date  April  00  1943  Vendor  'Union  Fruit  Association 
tion  of  grpT'ors:  -  of  Gro^.7ors.  • 


By  /s/  Jpnes  H.  Smith  Title 


Tver  surer 


An  agent  for  r  .grower: 


.Date    April  00,  1943      Vendor    Frank  L.  Blr->.ck,  C-roner 
By  /s/  ^Hllir.m  T.  Smith  Title      Attorney  or  Agent  


2?  - 


Certification  (A) ;    This  certification  shall  be  executed  by  an  inspector  when- 
ever checkloading  services  are  performed' by- the  inspection  agency.    A  Federal 
inspector  shall  x-out  the  word  State.    A  State  inspector  shall  x^oiit  the  word 
Federal.    An  inspector  other  than  Federal,  State,  or  Federal  State  shall  insert 
•the  proper  designation. 

Certification  (B);    This  certification  shall  be  executed 'only  by  a  processor 
to  whom  the  purchased  commodity  has  been  delivered  and  with  whom  the  FDA  has  a 
contract  for  handling  the  delivered  commodity.     If  this"  certificate  is  executed 
no  weight  certificate  or  other  quantity  certification  is  required.  Grower- 
Processor  Plan  —  iTisert  the  processor's  correct  contract  number  and  the  delivery 
date.    Complete  the  signature  as  prescribed  elsewhere. 

Certification  (C);    FDA  representative  who  has  checkloaded  the  delivery -shall 
sign  on  this  line  and  shall  complete  the  heading  of  Certification  (A).  Use 
only  when  checkloading  has  not  been  performed  by  an  inspector  and. when  the 
grade  of  the  delivered  commodity  is  evidenced  by  an  attached  grade  certificate. 

^Ci5f tif ication  (D) ;  This  certification .  shall  be  executed  by  an  authorized  TDk 
field  representative  who  has  full  knowledge  of  the  transaction.  (See  Section' 
3113  of  the  Regulations  of  the  U.  S. -Department  of  Agriculture.) 

Disposition;  ' 

Original,  signed,  and  three  copies  to  the  appropriate  Regional 

Fiscal  Office. 
One  copy  to  the  Field  Purchasing  Office  files T 
One  copy  to  be  "detained  by  the  vendor:  "  (Fote:  'Copies  may  bear 

carbon  signature.).  ■      .    '  ■ 


Liens  '  '  '■  - 

Field  representatives  shall  remind  vendors  that  lienholders'  must  be  disclosed  . 
As  a  precaution,  field  representative  shall  include  the  following  statement  in 
an  announcement  which  may  be  released 'at  the  inauguration  of  a  purchase  program 
or  which  may  be  released  during  the-  operation  of  the  program, 

"Vendors  are  cautioned  that  in  making  sales  to  the  Government  and  in 
submitting  claims  for  payment  for  commodities  delivered  to  the  FDA,  they 
must  disclose  any  liens  that  may  be  outstanding  agaiAst  the  commodity. 
Failure  to'  disclose  lienholders,  or  misrepreseiitation  of  the  actual 
o^.7nership  of  the  commodity,  may  be  prosecuted  under  provisions  of  the 
U.  S.  Criminal  Code." 

It  is  realized  that  field  representatives  wil-l  encounter  numerous  difficulties 
in'  obtaining  information  as  to  the  existence  of  liens  or  encumbrance^  against 
commodities  purchased  from  vendors.    The  mere  presence  of  such  difficulties, 
however,  shall  not  preclude  an  effort  on  the  part  of  the  field  representative 
to  obtain  information  from  municipal,  county,^  or  State  court  records,  agents 
of  the  Farm  Credit  Administration,  or  other  governmental  or  local  agencies 
which  may  be  in  a  position  to  supply  information  on  the  subject.    The  Producers' 
Committee,  or  County  Agents,  may  volunteer  information. 
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9.    Agency  ,| .    •        ,  " 

Occasion  nny.  .'^.riso  whan  vendors      11' •desire  to  appoint  ngo'nts.  to  hp,ndlc  their 
transr.ctions  wi--th  the  PB/i.   ■  TMs -nay  be' duo,  on  the  part  of  the -v^  on  dor,  to 
illness,  living  out  of  the  area  of  purchase",  etc.    Two  power  of  attorney  forr.'^ 

.my  "bo  used' in  ■•such,  cases:  ■  yn/i.  SS?'';  for  individuals  or  SM,  332  for  corporation' 
It  is  to  lie  noted  th-t  those  forr.s  do  not  grant  the  right  of  trusteeship,  the 
ri^.ht  to  endorse  checks,  or  the  right  to  receive  paynent .     In  all  instances 
such  agents  r.ust  subnit  clair.s  in  tho  nane  pf  their  principals,  .and  not  .-in 
,  their  own  n,anesi     Thus,  a  clain  prepared  "by, a  grower' s  agent  v/ould  cg  •  signed 
"John  Doe,  Grov/er"  by  /s/  "Harry  Roe"  title  "Attorney,."  . -•nd  pa.yncnt  uould  bo 

,.n!^.do  directly  to  "John  Doc."    It  is  not  hcccssary -f or  vendors -to ■  execute  a 
separate  povrer  of  attorney  fd-rr.  to  cover  each,  delivery,  provide?,  the  .agent  is 
the  sarie  in  each  case, 

-  ,  T\7o  signed  copies  and  one  unsigned  copy  of  the  pov/.er  of  attorney,  forn  shall 
be  prepcarcd  by  vendors  njid  their  agent  and  transr.itted  to  the  field-  purchasing 
office.  .  . 


Disposition: 


Original,  signed,  and  one  signed  copy  to  Regional  Fiscal 

Office  -rath  vendor's  first  clain  for  pajTient. 
One  copy,  unsigned,  to  the  Field  Office  files. 


10.  Checkloading  by  the  Inspection  Agency 

Wherever  possible,  provided  it  is  advantageous  and  administratively  econonical 
to  the  PDA,  arrangonenfs  shall  be  mdo  T,7ith  the  inspection  agency  for  the  use 
of  its  inspectors  ns  checkloaders.    During  tLo  inauguration  of  the  purchase 
prograr,  a  definite  understanding  shall  be  reached  botiveen.  the  supervisor  of 
the  inspection  agency  and  the  field  representative  as  to  the  charge  for  check- 
loading,  points  of  checkloading,  duties  to  be  perfomed  by  -  checkloaders,  etc. 
On  cor.pletion  of  these  preliminary  arrangements  i.7ith  the  supervisor,  the  field 
representative  shall  comunicate  vrith  the  Regional  Office  to  secure  approval 
of  these  arrangements.    Authority  vill  then  bo  iss\ied  to.  the  -field  representa- 
•  tive  to  onga.ge  such  services. 

11.  In  preparing  Order  for  Services  form,  the  field  representative  will  be  careful 
to  indicate  accurately  the  name  of  the  agency  to  v/hich 'checks  are  to  be  issued 
covering  claims  submitted  for  checkloading.  services  rendered. 

12.  If  any  changes  are  m.ade  in  respect  to  grades,  prices,  terris  or  c.onditions  of 
purciiase,  all  inspectors  acting  as  checkloaders  shall  bo  furnished  a  copy  of 
these  changes  in  a  ^-Titten  memorandum  or  by  a, copy  of  a  rex'^i sod  Purchase 
Announcement.      •  '  '        '  ,:  -  ;  '   .  . 

13.  During  the  operation  of  any  progr.ar.  utilizing  the .  ssrA^i cos  of  inspectors '.as 
checkloaders,  the  Purchase  Representative"  shall  prepare  -on^th-;  sixteenth  and 
.last  day  of  each  .m.onth  "Rep'ort  of  Checkloading  .Services  Forforr.od"   (SKiA  294)  , 
accompj-.niod  by  a  list  of  the  cars'  chEckloaled    bj'- .number  and  date  of  check- 
loading.     If  checkloading  is  perform.ed  on  other  than  a  carload  basis,  the 
quantities  of  commodities  or  other  rate  of  checkloading  shall  appear  on  this 
list  rather  than  the  car  numbers.  *   .       .  ■ 


Disposition: 


One  copy,  signed,  to  the  Regional  Fiscal  Office. 
One  copy,  to  the  Regional  Office  of  Purchase, 
One  copy  to  the  inspection  agency  for  its  records. 
One  copy  to  the  field  office  files. 


14.  On  the  sixteenth  and  last  day  of  GP.ch  nonth,  or  at  other  intervals  agreed 
to  by  tho  field  represent.-^ tivc  and  the  inspection  agency,  chockloadinf?;  ser- 
vices performed  during  the  related  period  shall  "be  billed  to  the  FDA  on  Public 
Voucher  (Forn  SMA.  120).    The  inspection  agency  shall  attach  to  each  copy  of 
the  Public  Vouchor  a  signed  list  showing  the  date  of  chcckloa.ding,  car  number, 
delivery  order  number,  shipping  order  nui?ber,  pud  inspection  certificate  number 
for  each  unit  billed. 

15.  The  field  representative  nust  ascertain  th^t  there  is  a  definite  understanding 
betv7een  hin  ani  the  inspection  agency  as  to  what  constitutes  checkloading  ser- 
vices.    .  ' 

16.  In  no  event  shall  FDA  Receiving  Agents  be  employed  to  perform  duties  which 
are  being  rendered  by  the  insnection  agency,  such  as  billing  of  car§,  etc, 

"i- 
> 

IV.    On  completion  of  any  program,  the  field  representative  shall  ascertain  that 
the  inspection  agency  is  fully  informed  of  the  procedure  for  the  submission 
of  its     claims  for  payment  for  services  porformed.     The  Field  Representative 
shall  advise  the  inspection  agency  by  letter  thp.t  the  program  is  concluded 
and  requests  th^t  it  forv/ard  invoices  covering  outstanding  checkloading  Service, 
claims.  A  copy  of  such  letter  shall  be  forwarded  to  the  Regional  Office  of ",   ..  , 
Purchase  v.lth  a  memorandum  listing  number  of  cars  checkloaded  for  which  pay-'  • 
ment  has  not  been  ma.de,  ' 

18.  Order  for  Services  ..  . 
Order  for  Services  FDA-1  is  an  informp.l  contract  covering  services'to  be  p'er- 

/-.       formed  for  the  FDA.    "3xam.ples  of  such  services  are  checkloading  by,  the  inspec- 
tion agency,  grading,  packing,  and  loading  commodities  purchased  by  the  FDA, 
as  under  ■  the  Grower-Packer  plan  of  purchase,  icing"'cars  of  produce  purchased 
?        by  the  FDA,  etc.  -  ' 

19.  As  soon  as  it  is  detorr.ined  that  it  is  necessary  to  arrange  for  an  Order  for 
Services,  the  field  representative  shall  reach  a  definite  \indGrstanding  T/ith 
the  persons  who  are  to  perform  the  necessary  services  as  to:  services  to  be 
performed,  places  where  services  are  to  be  performed,  charges  for  such  services, 
etc.     On  completion  of  th3se  preliminary  arrangements,  the  field  representative' 
shall  communicate  with'  the  Regional  Office  and  obtain  approval -of  these  arrange- 
ments.    On  approval  thereof i  the  Regional  Office  v/ill  issue  authority  to  the 

1  field  representative  through  a  Buj'ing  Direction  which  will  be  issued  in  accor- 
dance with  standard  procedure,  to  eingage  such  services,  / 

'^0.     Spaces  on  the  Order  for  Services  shall  be  filled  in  accordance  with  the  head- 
ings.   The  0.  S.  No.  shall  be  issuod  by  the  field  representative  and  shall 
begin  with  No.  1  conaecutivcly  under  each  Buying  Direction.    The  period  during 
which  services  are  to  be  performed  shall  be  stated  in  each  Order  for  Services, 

Distribution 

Original,  signed,  and  one  copy  to  the  Regional  Fiscal  Office 

One  copy,  signed,  to 'vendor 

One  copy,  unsigned,  to  the  Regional  Office  of  Purchase 

One  copy,  unsigned,  to  the  Field  Office  Files. 

21.     Claim.s  for  payment  for  services  rendered  under  Order  for  Services  shall  be 
transmitted  by  the  field  representative  to  the  office  to  which  the  origin?"l 
of  the  Order  for  Services  was  sent. 
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Carrier's  Claims 

Occasion  m.ay  .^rise  when  regional  cor.r.odity  representatives  will  be  called 


! 
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upon  to  advise  w.ith  r.espGct  to  the  preparation  of  carrier's  clains  (Sti.  Forn 
1068) »         ...       "       '  ■  /  '  '     'V  >  -:  ... 

23.  Clains  for  pajnriGnf  for  transportation  charges  covering;  cbnnodi tic g -shipped  "by 
or  for  the  .Pooi  Distribution  Adninistration' should'-be  -subni-eted  oh  "Public 
Voucher  'for  Transpoi*tati on  o'f  Freight  or  Express"  (Standard  Forfa  l068)i  Hhe 
follov/ing  instructions  shall  be  adhered  to  in  pr.'^paring  this. voucher  for  trans- 
mittal to  the  Regional  Fiscal  Division.  .     ;     -  - 

24.  Vouchers  ..shall  be' submit  ted  ^  in  ^"triplicate- (thre  3  copies),-  original  (v/hite),     ,  . 
;      and  two  (2)  yellov/  copies,"' us'liig  '' typewrit er  'oi^- 'handwriting. pencil 

or  ink.     If  any  erasures  or  alterations  arr^  made,  they  r.ust  be  initialed  v/ith 
ink  or  indel.ib.ele  pencil  by  the  representative  or  agent  signing  for  the  carrier. 

25.  In  filling  out  Voucher  Form  1058,  the  followihg  , information  is  for  guidance  in 
the  preparation  of,  this  form: 

a.  CARS I^:V3'. BILL >Tijr4B3R"  ;     Insert' carrie'r' s  bill- .number. 

b.  "U.  S.";.  •  Insert  '  War  Food-..i.'imlnistra'tion,-  Food  Distribution  A'dr.iinistration. 

c.  "TO".:  .  Insert. -name,  of  .'transportation  "'company  filing  claim.-  ■  ..: 

d.  "ADDRilSS"  :  .  Insert  address  of'  transportation  co'rripajiy  f  iling  ■.claim,  ;  . 

e.  Under  "BILL  , OF  LADING"  (Date\l9  ):  Insert  date  of  shipment  as  appearing  • 
on  respective  bill  of  lading:'  (Num.ber):  Insert  Governr,ent-  -bill  of  lading  ' 
number.  .  ■        ■  ^ 

f.  Under  "FOEAl"  :     Insert  point  of  origin  as  appearing  on  bill  of  lading.' 

g.  Under  "TO":     Insert  destination. 

h.  Under  "CLASS":     Insert  under  v/hat  class ''the  commodity  is  .'moving, 

i.  Under.  "raOHT  OR  MS/i.SUR5I\Gl^T»  Insert  gross  billing  V7eight,  or. other  shipping 
unit.  ,,       "         '      ■'  •        ■  , 

j.    Under  "RATE"  (^rross) :     Insert  rate  covering  particular  commodl-ty  shipper!. 

(Net):    To  be  used  only  by  land-grant  carriers. 
k.    Under  "AMOUNT"  insert  total  charges  covering  particular  comm.odity  shipped. 

NOTE:    \7here  several.,  commodities  are  shipped"  undet*- same  Governm.e.nt  bill  of.. 
Ifidi.ng,  repeat  date  of 'shipment' and 'b'ill  of  lading  number,  point  ., 
.  of.  origin,  ajid  desti^iation,'  for  each  -commodity'  covered-  by  sa,id  ^ 
bill  of  lading  v/ith  respective' class,  T/eight,  and  rate-.  ■ 
1,     "TOTAL":     I ns.ert  ..total  charges  of  claim,         ■  -   ■  ; 

m..     "PAy^:^:     Inse.rt  name  of  transportation  compojiy  filing  claim.  ■■- 
n,    "PER":    Signature  of  office^  or'  agent  of  carrier  rus.t  be  -inserted  in  ink. 

or  indelible  pencil  \7ith  "ti'tle  "of  signer  inserted  on  line -below. 
0.    Under  perforated  line  insert  name  and  address  of  carrier  filing  the  claim., 

also  fill  in  blank  spaces  under  caption  "Memorandum"  ■  to  coincide  v;ith  like 

information  shown  on  face  ~of  vcnicher.  -  -"       .    .     •  -  .  . 

p-.    Truck -and  steamship  carriers  should"presont  their  vouchers  to  the  Chief  of' 

the  Regional  Fiscal  Division  at '150  Broadway,  N^w  York,     R^il  carriers 

should  present  their  vouchers  to  the  Regi"nal  Fiscal  office  in  the  region 

where  the  carriers  billing  office  is  located, 

26.  "Public  Voucher  for  Transportation  of  Freight  or  ^xpross"  must  -be  supported 
by  original  executed  G-overnmsnt  bill  of  lading,  with  consignee's  receipt  on 
said  bill  of  lading  filled  out  by  consignee. 

27.  Attenti.on  should  be  called  to  further  instructions  appearing  on  the  reverse 
side  of  Form  1068.     Claims  covering  one  or  more  shipm.ents  may  be  included  in 
one  set  y/ith  respective  original  bills  of  ladirvg  attached. 
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28.  lolng  by  Vendor         ■  *  ' 

Occasion  may  arise  when  it  is  .advisable  to-  have 'icing  performed-  "by  vendors  who' 
will  "bill  the  PjDA  for  the  cost  of  such  porfornance,  providing  such  cost  does 
not  exceed  that  stated  in  thg  comon  -carrior'-s  tariff  applicable  to  the  point 
of  shipnent.    The  following  procedure  shal-l  be  followed:  ~  " 

29.  At  the  time  of  preparation  of  the  vendor's  claim,  the  vendor  shall  indicate 
immediately 'below- the  information  relating  to  the  cqmrnodity,  the  nunber  of 
pounds  of  ice  used,  and  its  cost.  ' 

30.  The  vendor  shall  fulTiish  an  affidavit  stating  that  the  services  were  performed 
t        by  him,  and  that  the  charges  represent  actual  cash-out-of-pocket  Cost  to  him. 

The  form  of  certificati-in  follows:  • 

^  "Place    '     .  Date 


"I' hereby  certify  that  the  (coi-odity)  loaded  in  Car  F^.__   and 

shipped  on   date  was  iced  by  me  and  that_  pounds  of 

ice  were  used.    The  charge  of  $    covering  the  icing  services  performed 

represents  the  actual  cash-out-of-pocket  costs  incurred  by  ne. 

"Witness  >  Vendor   


"By  

"Address  Title  " 

i:  ■     ■  ■  

31.  At  the  time  the  car  is  shipped,  the  carrier's  agent  shall  indicate  on' the 
original  and  all  copies  of  the  bill  of  lading:  "Icing"  performed  by  "vendor's 

■?  name"  for  the  "shipper."  i  . 

Disposition;  (Certification  by  vendor  and  by  Field  Representa^tive) 

Original,  signed,  and  one  copy  to  Heglona,l  Fiscal  Office. with  ■ 

vendor' s  claim. 
One  copy  to  the  Field  Office  Files. 

32.  Onnsjgnee's  Receipt 

^  This  form  (SKIA  238)  is  used  by  the  State  relief  agency  to  adknowledge 

receipt  of  commodities  donated  to  them  by  the  FDA  when  commodity  is  accepted 
at  point  of  purchase  and  no  transportation  charges  are  borne  by  the  FDA. 

Nr. 

33.  Occasionally,  as  directed,  this  form  may  be  used  as  a  receipt  for  commodities 
delivered,  other  than  agricultural  commodities,  or  other  thaji  to  a  State 
relief  agency.  ■        ■  ^  -  » 

34.  The  Consignee' 3- Receipt  shall  be  prepared 'as  indicated  by  the  hoa.dings  thereon. 

Disposition:      '     •  * 

Original,:  signed,  and  one  copy  to  acconj^anj''  vendor's  claim  to 

Regional  Fiscal  Office.    .  _  '  ' 

One  copy  •'onsigned,  to/the  Regional  Office  of  Purchase. 

35.  Shipping,  by  Truck  ... 

When  shipments  are  to  be  moved  by  truck,  tHe  regional 'comT"odity  irepr-esentative > 
and  the  regional  T&W  representative  shall  obtain  competitive  transportation' 
schedules  from  at  least  three  tracking  com.panies  operating  between  the  points 
of  shipment  and  delivery.  They  will  be  advised  by  the  Regional  Director  or  his 
representative ^  as  to  the  rate  basis  of  other  than  per  100  poxinds. 
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36.    Bills  of  lading,  .naming  the  trucking,  company  which  is  to  .trans.p,q.r^-  commocLities 
purchased,  rill  be  issued  by  the  Regional  Office.  '." 

"   ,  ', 

COF:t^CTIOU  "WITH  THT  S3CTI0N  32  PURCHASE  PROallAM 

The  procedure  relating  .to  loss  'and  ciamage  is  as  fol'lQ\7s:„   If  a  shipment  is  •  ■ 
received  in  bad  orddr,  that  is,  if  there  is  shortage  .or  damage,  to  the  commodi- 
ties, the  following  broad  principles  should  be  observedf 

1.  If  the  consignee,  believes  the  cause,  of.  shortage  or  damage  is  due.  to  condition  - 
of  commodity  v;hen  loaded,  improper  method  of  lording,  care,  protection  and/or 
handling  in  transit  the  consignee  shall  notify  the  regional  director  by  tele- 
graph, giving  Delivisry  Order  number,  car  initials  and  number,  extent  of  spoil- 
age- or  damage,-  and  any  other  pertinent  information.    Such  cases  require  imme- 
diate handling  and  the  regional  director  shall  ha,ve  all  facts  assembled  so        •  ' 
that  in  the  event  a  claim  is  filed  against  any  party  it  can  be  properly  adjusted 
Copi-.s  of  all  correspondence  and  instructions  issued  sb^,ll  accocipany  the  - 
corresponding  pink  copy  of  Delivery  Order.  ,  ^ 

2.  The  consignee  shall  notify  the  carrier  and  they  shall  m.ake  a  joint  inspection 
of  the  comc^.odities  (in  some  instances  the  carrier  may  waive  inspection  but  in 
any  case  the  consignee  must  notify  carrier's  agent  and  obtain  an  0.  S,  a.nd  D. 
report  from  carrier's  agent).   

3.  The  consignee  shall  -reject  to  the  carrier' s  agents  goods  v;hich- are  unsalvage- 
able  and  shall  make  notation  of  shortages  on  the  reverse  of  the  pink  copy  of ■ 
the  Delivery  Order  (Form  AlVIA.-2),.^ 

4.  Notation  of  loss  and  damage  shall  be  made  also  on  the  reverse  of  the  original 
of  the  Bill  of  Lading,  before  surrender  to  the  delivering  carrier's  agent. 

HOTE:     It  is  yery  important  that  the  statem.ent  of  loss  and  damage  on  the 

reverse  of  the  Delivery  Order  a.nd  Bill  of  Lading  be  filled  out  com.- 
pletely, 

5.  Pink  copy  of  the  Delivery  Order  shall  be  forwarded  to  the  regional  distribu- 
tion office.  .        .  : 

6.  *Regi©mal  off icfe'  of '  distributim  in  each  instance  shall  determine  the  regional 

office  wKe'^e  purchase  was  made  and  shall  forward  the  pink  copy  of  the  Delivery 
Order  to  thot  Office,,  and  such  other ,  information  as  provided  for  under  (1).' 

a.    All  commodities  transferred  fr'om  PSCC  to  FDA  which  may  be  identified  as..  : 
such  wh  m  the  program  number  is  shovm  a.s  GCP,  or  the  contract  number  is 
preceded  by  the  symbol  or  both,  the  pink  copy  should  be  submitted  to  the 
*■   Washington  office  of  the  Transportation  and  Warehousing  branch. 

7.  Region  of  purchase  shall  make  the  proper  notations  in  the  carlo t  files  and 
shall  forward,  upon  the  request  of  another  office,  pink  copy  along  v?ith  the 
documents  and  other  pertinent- information,,  to .  the  regio^i  in  which  delivering 
carrier  presents  his  claim  for  freight  charges. 

8.  Region  in  which  delivering  carrier  presents.,  his  claim.s  for  transpor.ta.tion 
charges  shall  make,  the  proper  adjusjbment  upon  the.  claim  of  the.  carrier,  and  ,- 
notify  region  of  purchase. and  region  of  distribution,       -  ••  -         ■  :.  , 
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9,    In  event' f^cts       deyeioped  .under  (1)  are  such  that  claim  should  "be  filed 
against  a  vendor  instead  of  the'  c^'rrier,i-  ths;- regional  director  of  the  region 
of  distribution  will  malce  all  factS  vavailnto  ^  - region ^^^^ 

^hall  notify  the  regiona,l  of'flce  in  \7hich  the,  transportation  charges,  are  to',  , 
be  paid,  -i  ■  '  '  (  -  "■ 

10.  If  it  is  discovered:  that  coiimodi ties  in  storageV  "E^hether  purchas.ed  and.  stored 
under  Section' 32  o,r. any  .other  pro-am,  are. daijiaged,  and  it  appears  th?.t  it-  is 
the  v7arehouseman' s  liability,  the  Washington,  off  ice  of  the  Transportation  and 
Warehousing ■•Bj'azfch  shoiild.be.  notified  immediately  in  order  that  it  c.an  effect 
settlement.  '■ 

11.  '  After  the  loss- and  damage  claimis  have- been  set.tled,  —  whether  in  the  regional 

office  of  purchase,,  distribution,  or  in  the  region' where  the  carrier  presents 
his  claim  —  the  pink  copy  shall  be  forwarded  to  the  CoimrKjii  ty  Accouhtsibility : 
Section,  Custody&Dispositiqn  Division,  which  will  make  the ,. proper  .nota.tion, 
and  then  forward. the  pink  copy  to.  the  regional  office  of  purchase;  far -filing 
with  the  carlot  file..     ^     '  .  ^'  '    ■        .       -  :■ 

12.  The  facilities  of  the  Washington  off i<3a,.,qi_th'e.  Ti'an sport  an (i' Warehousing 
Branch  fire  available  J;o  ^.regional  offices  in  the  settleTn-ent  ;0f  lo.ss  arid  damage 
claims  and  for  advice 'and  information  on  •,  such  matters^ 


*  The  pink  copy  of  the  Delivery  Order  shall  al?;^ys-be  forwarded  to  the 

regional  office  of  purchase,  whether  or  not  there' has- bgen  loss  or  damage, 

H.     PI10C3DUE3  FOR  TH13  i:SSABLISHJ/IW  OF  CARLOT  .FILSS 
IN  COMSCTION  WITH  S3CTI0N  32  PURCHASS  PROGRA*MS- 

1.  .  A. carlot  file  f or  ^each  consignment  is  to  be  established' an.d  maintained  in  the 

regional  office  of  purchase  for  all  programs  conducted  by*  the  regions,'  Ho 
.  carlot  fil3s  are  to  be  established .' in.- the  regions  for  commodities  transferred 
from  FSCC  to  FDA,  and.,  all  docijunents  pertaining  thereto  '  coming,  into  •  pgissession 
.   of  the  regional  Office,  except  the-  original  and  yellov/  copy  of  the  Delivery 
Orders  "'(Form  AI<IA.-2)  and  copy  of  the,  notice  .to  Deliver  shall  be  forwarded  to 
the  Washington  office  of  the  Transpo-iTtation  and  Warehousing  Branch. 

2.  .A .'carlot  file  .will  usually  contain  the  following  documents: 

a,  'Yellov;  copy  of  Government  bill  of  lading; .,  or  Consignee,' s  Receipt  (SM~238) 
.  ,  b.'    Copy  of  the  commodity  voucher  ( 5j\iA.rl20) 

c.  'Inspection  Certificate.  ..  '   ,        -■      ,  .         .'.■'.-  ' 

d.  .  Weight'' Certificate  when'  re-quired-..,  '  /  ..  ' 

Loiading  Manifest  where  used  in.  the  pujpchase  program.- 
.'  f.  ^  Pink  c-opy  of  Delivery  Order"  (Form.AIvlA'j-2:  j accompanied  by  copies  'of 
'  ■;■ '/cbrrespondence  and  instructiahs  rela.ting  ■.to''ioss  sjad-  damage,  if  necessary. 

g.  Copies  -of  any  incoming  and"  oulJgoing^-cqrresponde'nca  tha-t  ha.ve  to  do  v;ith 
any  disputes  that  /may ''ari-Be  ."betwesn  .'vendor's  -or  common  carri.ers  relative 
to  any  consignment.        '"•'     '■.■.   .-       .-  ...[  .J 

h.  Copies- of  reque.^s  for  re  consignment. 

3.  The  carlot  files  will  be  filed  consecutively  ;b'y' regio-ns.  and  V'i.t'hin  .the  regions 
by  delivery  Order  numbers.    Upon  the  close  of  "the- -purchetsQ  prpgrajn 'and  after 
the  final  program  report  has  been  made,  they  inay  b 6 -placed  in.:CasQS  suitable 
for  permanent  storage. 
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:       -I.    APP31TDIC3S  r    "  ■ 

!•     Instructions  for  Preparation  of  Delivery  Order  (Forin'AH^-2)  A  separate  Deliv- 
ery Order  must  "be  used  to  cover  the  delivery  of  each  consignment  to  a  State  . 
welfare  agency.    This  form  contains  the  agreement  between  the  FDA  and  the 
State  welfare  agency- with  respect  to  the  condition  under  which  a  commodity 
is  "being  accepted  and  the  instructions  by  the  State  welfare"  agency  for  ship- 
ment.   The  upper  portion  of  the  form  is  completed  V  the  State  welfare  agency 
and  the  lower  portion  completed  by  the  FDA  office  placing  the  order  for  ship- 
ment, by  inserting  information  as  indicated  in  the  following  paragraphs: 

a.  Request  Number:     Insert  the  identifying  ni^ber  assigned; otherwise  Ifcavo 
blank, 

b.  Bill  6f  Ladirig  HFumber;     Insert  number  of  bill  of  lading  which  is  used  to 
cover  transportation  of  the  commodity  from  shipping  point  to  destination, 

c.  Delivery  Order  Number:     Insert  the  delivery  order  number  which  has  been 
assigned  to  the  order. 

d.  Program  Number;     Insert  the  identifying  number  of  the  purchase  program 
under  which  the  commodity  is  being  or  has. been  purchased. 

e.  Schedule  Number:    Leave  blank  unless  o'^therwise  instructed.   '  ; 

f .  Contract  Number:  . Insert  contract  number  if  commodity  was  purchased  under 
formal  contract. 

g.  Purchase  Number;     Insert  buying  direction  number  if  shown  on  request, 
otherwise  leave  blank. 

h.  Shipping  Point;     Insert  complete  name  of  shipping  point,  if  known;  other- 
wise insert  name  of  State  in  which  commodity  is  to  be  purchased,  or  if 
this  also  'i^s  unknown  insert  identifying  regional  number  to  which  order  is 
being  forwarded  for  shipment, 

i.  Shippers'  Railroad  Location;     Leave  blank  unless  information  is  provided 
for  insertion.  •  ■ 

j,    Gommodity;     Insert  name  of  commodity, 

kr    Grade  and  Type;    Leave  blank.  '  •■ 

1,     Quantity;     Insert  quantity  to  be  shipped  on  order, 

m.    Number  and  Kind  of  Containers;     Insert  information  as  provided;  otherwise 
leave  blank. 

n.     Gross  Weight  Limit  to  Ship;    Maximum     Minimum;     Insert  infoiroation  as 

provided;  otherwise  leave  blarilFi! 
0.    Carrier's  Service  Required;     Insert  information  as  provided;  otherwise 

leave  blank.  .' 

2,     Instructions  for  the  Preparation  of  Government  Bills  of  Lading.     In  making 
shipments  v/ith  transporatation  charges  to  be  paid  by  the  Pood  Distribution 
Administration,  Government  bills  of  lading  (Standard  Form  No,  1058)  are  used 
to  eliminate  the  necessity  of  pre-payment  of  charges 'by  consignor  or  payment 
by  consignee  at  the  time  of  delivery.    A  Government ■ bill  of  lading  contains 
not  only  the  contract  with  the  transportation  agency  for  tro.nsportation  of  the 
goods,  but  also  a  certificate  to  be  executed  by  the  consignee  showing  delivery 
at ■ destination.     The  original  of  this  document  is  used  by  the  transportation 
agency  to  support  its  claim  for  charges  wh^n  submitted  to  the  "Rogional 
Fiscal      Division.     It  is,  therefore,  essential  that  Government  bills  of 
lading  be  accurate  and  correctly  describe  the  shipment. 

A  separate  bill  of  lading  must  be  issued  for  each  shipment,    Bills  of  lading 
consist  of  the  original  and  seven  copies  and  should  be  prepared  in  adcordance 
with  the  follo\7ing  instructions: 
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a.-  Bj.ll  of  Lniing  i-'umberi  '  Bills  ^df-"l^Ain|- ai*e''^ftU*>eyed^ 

printed -and  should  be  iSsU'Sd^'ift  numerical  .orders .,  ' '    .  /..i .  .  - 
"b.    Appropriation  Cha^rgeable;"  'LeaVS  this  spdce  blank  urjless. .•other  • .  : 

,  structed..   5o  ^  .  '  \-:f''77'-''-^'^''-^  {■.''(' ^ 

C    Issuing  Officer;:.  -  Insert: -nam 3  a:rid  location  o'f-'t'egionai  6ff ice  Issuing • 
bill  of  lading,,  if-; 76,. »  FBA -Reglorial  Off icov  San  Frrnqisco^  CAlifornla^: 

d.  Issuing  Off'ice-r:  •  Insert  'name  and  official  titre-,bf  Be.rsQn.whtt  has  been 
auth.q.rj.zed.  t<x  issue  b'ills  of  lading.  '>      ■  •  • 

e.  Date'  Issued;    -Inserljvdaite  ?blll  oY  ladi'ng- is  prfepap^^^^ 

f .  Received  From:     Insert  name'  of.  s'hippei:'  gts  follovrst  '  .' 

tl)    "FDA"  .-.when,  csonimodity  iB  purchased  undef  direct  HelcL;  p-urehase-, ^ 

program,     ■■■  -7-      ■  ...  .■  ■    '        ■  ''^         ' '.'  ' 

(.2)    "FDA"      when  ?hipped  frotft  s'torage  and  pto'i'ia^d^  th?';,^ 
'  ^      9riginally  ;purchase.d!ajid  t)la6feU  ih-  stoi-a^^  . 
.'(3)  ,  '^(Name  of  1  contractor)  -  fD-r-'a/.6  FDA"  wh^h'^purcha^ed^by.  the  FBA  ;under 

.formal  ccmtracti.        '     '    ■-■  '      '      i".  ,-,;r.  ■ 

(4)  '.  "FSCCl'  -..jwhen'rshipped  from  stbrsi.ge'  fjrid  proV"i'ded'the  .c.oI^Tnodity■  was 
.  . originally .ipurehasad  and  placed  iii' siioi'age  by  the  TSCC 

,  ^'    -(All  program  iium'b'ers  carrying  synibol  '^GCP"  indicate  that,  shipper 
is  to. -be  FSC<3) .  -  ■ :  ■  ' 

XS)    "-(N.ame  of  ;GoA;tractor.)  -  *f oIp  a/c  FSC'C'"  "-"  t'f  commodity  -was  purchased 
under  formal  contract  by  the  FSCC,' and  is  being  transferred  to  the.. 
-  FDA  •under:  GCP  progrEOri;- '  ]"  . .  \:"rr' /  ".^  '.  . 

S'   .By  the;  -  ..  Insert  fuli  xcrporate  name  of  railroad,  steams.hip'  company,  Struck 
line,  express  cpmpa^nyi  or  other'  transporation  a,gency.  receiving,  shipment 
at  origin;  for  "forwarding.     If  unrouted  bill  of  lading  is  sent,  to;  Fi«ld  : 
Purchase  Office  for  shipment,  this  information  will  be  inserted  by  the  ; 
Field  .Purchase.  Off  ice  at  tiriie' of  shipment.  ... 

h.  From: .  ■Insert -name  of  city-  gind  State  at  v^^ich  ^iiipmon't  .,is  actually  ,..lo a de'd 
for  forwarding.     In  shipments  by  railrcrad,  use  .official,  name  of  railroad 
station.  ;  If  -loaded  at  nonagency  station  show  the  na.me  o'f  su.ch.  .nonagency  . 
's'tation.and . the  name  of  the  station  at  ■whipli-' shipment  i,s  billed,  i»^  e.,-  ■ 
"Haines  Siding  B/A  UnionvllLe,  Missouri."'  ■  Itt  tnicTc  sTiipm^ent's,  it;  is  - 
dgsir.able  to-  include  street  address  or  oth'er  .sxac't. 'location  to  insure  f."'. 
applicatloii  of  correct  charges.-    If  accurate  information  is  available, 
shipping  point..4Bay  be  .inser'ted  when  bill  of  lading' 'is  initially  prepared; 
otherwise  It  should- be  inserted  at  actual '  time- of  shipment.      ,  .,'  .  • 

i.  To";  "Show  destination  by  inserting  city  and  State  to  which-  shipment  is  ■ 
tp  ,be  delivered  as  shovm^on  delivery" orde!rv  '         .  ' 

j.    Consignee;      Insert  nfune  of  State  Agency,  Authorized. Agent,  title,  and 
wareh<;iu5e,. street  address  as  they 'appear "under 'the  h'feding  "Consignee., 
and  Destination"  in  the  delivery  order  -  thus  -  "State  Board -.ef  Public 
Welfare  for  delivery^tta  W.;       Wilson,)  "Dl'striot  ;^upQr^^  Shelton  . 

Avenue.  •  ".V::  :  ■y'-  '  '  ■■  - 

k.    Via,;     If;  .shipi;nent;  is -to  "be  ro'ijited  "by' ^th'e 'FiA^' 'insert  complete  .route  .in- 
cludi.ng.  originating,,  deliveriiig',  'arid  all  intermediate' .  Complete  ; 

names  of  carriers  need  not  be  written'  in  full,' as  the'  official  abbrevia- 
tions are  sufficient.    Common  trade  name s^  su.ch  .as  Ka,ty  Lin -^s',  Nickel  Plate 
Cotton- Belt,  etCi  ,  mu^^t;no't  be  used.':  .  If  .  shipm';5nt  is- to  be  unrouted  leave- 
blank, :  except  wheh' delivery, at  destination,  is  req^uired  by  a  particular  • 
delivering' ca'!^rier' insert^  such  requirement .  in.. the  following  manner,  "ABAC  • 
liailroad  delivery  at  dbstihation."  ;^  When.^  of  lading  are 

'Subiftitted  to  carrier^'s- agent  for  signature^ ,  do  not- allow  ■  them  to  insert  .- 
ro.utes  'liriless  hotated-'"rb\ited'  by  carrier',  s.  agent..''  .-  Carriers  are .  obligated 
t.o.;move..unroute'd  s'hip'ments  'via  cheapest  and  most  economical  routes  and  to 
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allow  agents  to  insert  routes  on  all  copies  of  "bills  of  lading  at  time  of 
shipment  might  "be  interpreted'  as-  /being  routed  "by  the  Government  unless 
proper -notation  of  respon&ibiliity  ^f  or  routes  is 'showi, 

1.    ITumher  of  Package  si     Insert  /the  total  number  of  packages  to  te  shipped  if 
actual  quantity  is  known,  otherwise  this  information  will  "be  inserted  "by 
■  Field  Purchase  Office  or-  fehipper  at  actual  time  of  shipment.  •  , 

m.    Description  of  Articles;    -Insert  propier  description  of  shipment  to'  accur^ 
rately  describe  it  and  to  insure  application  of 'praper  tariff  rates,' 

n.  Weights;  Insert  actual  gross  weight  of  shipment  which  will  include  the 
weight  of  the  commodity  plus  the  v/eight  of  the-  container  in  which  it  is 
packed.  Tariff  hilling  weights  and  weight  agreements  must  Tse  observed. 
Unless  the  actual  gross  weight  is  known,  this  information  should  he  in- 
serted by  Field  Purchase  Of fice-  or  shipper  at  time  of  shipment. 

o.    Pick-up;    Pick-up  service  is  frequently  provided  hy  the  carrier  for  col- 
lecting and  transporting  loss  than  carlot  shipments  from  shippers'  ware- 
house to  the  railroad  depot.    Usually  there  is  a  saving  to  the  shipper 
if  LCL  shipments  are  delivered  to  the  railroad  depot  hy  the  shipper.  To 
determine  application  of  proper  charges'  it  will,  therefore,  "be  necessary 
on  LGL  shipments  to  indicate  whether  pick-up  service  was  or  was  not  by  the 
Government.    Appropriate  designation  may  he  made  >"by  the  .deletion  of  either 
"was"  or  "v/as  not."    This  should  be  done  at  the  t^ime  of  shipment  and  the 
individual  making  shipment  should  sign  in  the  space- provided  for  "signature 
of  consignor."  '  • ,.      ,  .  • 

p.     Size  car  ordered  and  date  furnished  may  ordinarily  be  left  "blank  unless 

otherwise  instructed. 
.  q.     Initials:.-  Car  No. ;    When  shipment  is  ready  for  forwarding  insert  initials 
and  number  of  car'  if  loaded  in  railroad  car  for  shipment.'  "If  loaded  on 
motor  truck  insert  identifying  license  tag  numbers..  I^  LCL  shipment  by 
'radlroad  or  by  express  leave  hlank.        '     ■  '-.  ,',,■ 

r.    Tariff  Authority;    Leavevblank  unless  otherwise  instructed  except  when 
transportation  is  by  motor  truck  under  contract  insert  number  of  Freight 
Rate  Quotation  m-unber»  i.  e.,  ,"FRQ-173."  ' 

s.    Authority  for  Shipment;     Insert  delivery  order  number  assigned  to  the  AMA-2 
.which  covers  shipment  and  purchase  program  number  under  which  commodity 
was  procured,  i.  e.  ,  "D/o  Nq.  12345  (Pro.  No.  G-2a)."' 

t,  Name  of  Transportation  Company:  Insert  name  of  transportatio'h  company  re- 
ceiving shipment  at  origin  for  foh'7arding.  This  must  agree  with  corporate 
name  of  transportation  agency  shovm  as  the  originating  carrier. 

u..  Date-i  Insert  date  shipment  is  actually  delivered  to  the  transportation 
company  for  forwarding. 

V.    Per  -  Agent;    To  be  signed  by  carrier's  agent  with  ink  or  indelible  pencil. 
Copies  may  be  carbon  signed. 

V/.  Contrgct  No . ;  Show  FBA  contract  number  when  purcha.se  made  under- formal 
contract. 

X.  ■  The . information  required  in  (t)  and*(u)  may  be  inserted  either  by  the 
shipper  or  by  the  carrier's  agent,  and  may  be  included  in  carrier's  re- 
ceiving stamp  which  will  also  coveritem    (v)  .     If  receipt  of  shipment 
'  by  carrier' s  agent  is  acknowledged  by  receiving  stamp,  it  must  be  initialed 
with  indelible  pencil  or  pen  and  ink. 

3.     Weekly  Price  and  Expenditure  Report  -  At  the  close  of  business  each  we^k,  the 
•field  .purchase  representative  shall  submit      weekly  price  and  expenditure 
,     report  to  the  commodity  branch  through  the  regional  commodity  division,  which 
shall  contain  the  following,  information:   (a)  total  quantities  purchased  during 
the  week;  (b)  exact -amounts  -  of.  each  type/grade  purchased  and  the  price  paid  for 
each;  (c)  total  amourjt  -of  autho'rized  funds  expended  during  the  week;  (d)  cumu- 
lative, total  of  commodities  purchased;  (e)  camula.tive  total  of  authorized  funds 
expended.  "  ■' 
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Purchase  Authorization  for  Field  Pui'chases 


P,A,  Nq.   Program  No.    '     ~-  Date; 


'0 

To :  ■      ■  ' 

From:   ^Branch 

Pursuant  to  authority  delegated  "by  the  Director  of  .the  Food  Distri"bution  Ad- 
ministration, you  are  hereby  authorized  and  directed  to  purchase  and  distribute 
the  commodities  specified  herein,  in  accordance  with  the  following  terms  and 
conditions: 


Commodity 

Maximum  Quantity 

:    }!axi  mum-  'Sxperid  i  tu  re 

• 

Maximum  Unit  Price 

Unit  . 

•  ;       Minimum  G-rade 

*                                                                                   •  ; 

t  ''                    2  ,      ;                                   '  :     '  ^'^ 

Area 

Period  of  Purchase 

:;   1    Conversion  Factoi 

'>   -               ,  ,  , 

i.  ■ 

►                                                               f  ■■  ■ 

 ^  1  , 

i 

f 

• 

♦ 

• 

Other  terms  and  conditions:  ■•  j 

'      ■        ■  ) 

1  I  :\     i  i 
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